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ia no intantion th#» thay ahould ba. Uaually, thay ara 
tha raault of practical axparianca and cosdBon aanac and 
ara daaignad to aaka* tha Collaga oparata with graater 
aaaa and aff iciancy/ Thay ara guidao ^or oparation and 
not inflaxibla lawa for all tima. Whan thay naad raviaion 
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FOREWORD— PRESIDENT 



^•C'^lty H«>dbook it detignad to b« a functioiud, UMful 
resource for the faculty of Cypress College. It contslns 
the general descriptions of staff responsibilities and 
describes the policies, procedures and routines that will 
assfst the faculty measbers in fulfilling the requirements 
of cheir asslgnaents. 

Cypress College is dedicated to the philosophy of providing 
education that will fill the nany needs of the students* 
I hope the infomation provided in the Handbook will assist 
you in neeting that challenge* 

I solicit your suggestions for the refinement of the Handbook. 




Omar H. Scheidt 
President 
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NORTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT 
CODE OF ETHICS FOR INSTRUCTORS 



I. Instructors, guided by a deep conviction of the worth and dignity J 
of the Individual and coonltment to the advancement of knowledge, 
recognise and accept the special responsibilities which are placed 
upon them. Their responsibility to their subject natter Is to seek 
the truth and to teach the truth as they see It. To this end, they 
devote their energies to developing and Improving their competence* 
They accept the obligation to exercise critical self-dlsdpllne 
and judgment In using, extending, and transmitting knowledge. 
Although they may follow subsidiary Interests, those Interests 
must never seriously haiq>er or compromise their freedom of Inquiry. 

II. As Instructors, they encourage the free pursuit of learning In 

their students. They hold before them the best scholarly standards 
of their discipline. They demonstrate respect for the student as 
an individual and adhere to their proper role as Intellectual guides 
and counselors. They make every reasonable effort to foster honest 
academic conduct and to assure that their evaluation of students 
reflects the true merits of the students. They respect the confi- 
dential nature of the relationship between instructor and student. 
They avoid any exploitation of students for their private advantage 
and ack\ owledge significant assistance from them. They protect 
their academic freedom. 

Ill* As colleagues, instructors have obligations that derive from connon 
membership in the comoninity of scholars. They respect and defend 
the free inquiry of their associates. In the exchange of criticism 
and ideas, they show due respect for the opinions of others. They 
acknowledge their academic debts and strive to be objective in their 
professional judgment of colleagues. They accept thulr share of 
faculty responsibilities for the governance of their institution. 

IV* As meml)ers of their institutions, the instructors seek above all to 
be effective teachers. Although they observe the stated regulations 
of the institution, they maintain their right to criticise con- 
structively and seek revision. They determine the amount and 
character of the work they do outside their institutions with due 
regard to their paramount responsibilities within it. When con- 
sidering the interruption or termination of their service, they 
recognise the effect of their decision upon the program of the 
institution ifxid give due notice of their intentions. 

V. As members of their community, the instructors have the rights and 
obligations of any citizen. They measure the urgency of these 
obligations in the light of their responsibilities to their subject, 
to their students, to their profession, and to their institution. 
When they speak or act as a private dtisen, they avoid creating 
the impression that they act for their college. As dtisens engaged 

^ In a profession that depends upon freedom for its health and integrity, 
the instructors have a particular obligation to promote conditions 
oC free inquiry and to further public understanding of academic 
freedom. 
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MOKTR ORA»GE COUHH CO»f VHITT COUtCE DISTllICT 

COUECE CALENDAR 

Labor Day Holiday - -- -- -- -- -- -- -- -- -- Monday, Saptanbor 2 

Atelaalon Day Holiday r Monday, 8apta«bar 9 

facttlty Eaporta for Duty ------------- - tiadnaoday, Saptaabor 11 

firat Day of Pall Saaaatar - -- -- -- -- -- -- vndnaaday, Saptaabar 11 

firat Day of Claaaaa - Pall SaMatar - - Monday, Saptaaibar 16 

Vatarana Day Holiday •* — Monday, Revanbar 11 

Thankagivlng tacaaa Ttaoraday j^dSriday, Movaabar 28-29 

Chrlatnaa Raeaaa Monday, Daeanbar 23, 1974 through Friday, January 3 

Uat Day of Pall Saaaatar Wadnaaday, January 29 

Batwaan Saaaatar Raeaaa - -- -- -- -- Ihuraday and Yrlday, January 30, 31 

Firat Day of Claaaaa - Spring Saaaatar '•kn^nr 3 

llaeoln'a Birthday Holiday Wadnaaday, Pabruary 12 

Haablngton Day Holiday Monday, Pabruary 17 

Sprint Raeaaa Monday through Prlday, Mareh 24 - 2« 

Maaorlal Day Holiday Monday, May 26 

Laat Day of Spring Saaaatar Friday, Juna 13 

Laat Duty Day for Paeulty Friday, Juna 13 

Firat Day of CU9— - Sunaar Saatlon Monday, Juna 16 
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1974 
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1974 
1974 
1974 
1974 
1975 
1975 
1975 
1975 
1975 
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1975 
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1975 
1975 
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Saptaabar ^ ....... 14 1. Sapt. 11 - Oet. 5, 1974 II 0 

Oetobar 23 2. Oet. 7 - Hov. 2, 1974 20 0 

Itovanbar 18 3. Hev. 4 - Nov. 30, 1974 17 2 

Daeanbar 15 4. Dae. 2 - Dae. 21, 1974 15 0 

January 18 5. Dae. 30 - Jan. 25, 1975 IS 1 

Pabruary 10 6'. Jan. 27 - Pab. 22, 1975 16 2 

Mareh 16 7. Fab. 24 - Mar. 22, 1975 20 0 

April 22 8. Mar. 24 Apr. 19, 1975 15 0 

May 21 9. Apr. 21 - Hay 17, 1975 20 0 

Juna 10 10. May 19 - Juna 13, 1975 JL 

175 • 175 6 
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3. Pabruary 3, 197S - April 12, 1973 

4. April lA. 1973 • Iiine 13, 1975 
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43 Xnelttding Ragiatratlon (3) 
45 Including Exaainadona (7) 
43 

44 Ineluding Exaainatlona (7) 
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CYPRESS COLLEGE FACULTY HANDBOOK 



I. ORGANIZATION 

Th« North Orange County Connunlty College District 1« a multt-college dis- 
trict which Includes Cypress College and Fuller ton College. The adainis* 
trative organization of the total district is included and illustrated in 
the Administrative Guide produced by the District Office. The organisation 
of Cypress College is included in this Faculty Handbook on the chart on 
page ix« For the sake of information and coordination, and without 
establishing barriers to informal coonunication, it is expected that all 
college protocol will follow these established lines of cooBunication. 

All certificated menders of the Cypress College hm certain responsi- 
bilities which are incurred upon employment, and which are reviewed 
each year trithin the context of the necessary needs of the College. 
All the positions shown on the Organisational Chart, and described in 
the followiug pages, have been approved by the Board of Trustees of the 
District, and the duties and respocsibilities assigned have been 
developed by the College, reflecting the evident needs of the College 
and the resources and capacities of the personnel involved. 



II. STAFF RESPONSIBILITIES 

A. DOTIES AND RESPONSIBILITIES OF THE PRESIDENT 

1. Administers under the general supervision of the District Chancellor 
and in accordance with Boar(^ of Trustees policies', the educational 
program and activities of the College and coordinates the total 
college program. 

2. Has overall responsibility for all curricular and cocurricular 
activities taking place on the College campus and for all students, 
instructors, and others occupied in or about the buildings and 
grounds. 

3. Insures that all courses of study, textbooks, and workbooks used 
are those approved by the Board of Trustees. 

A. Maintains general supervision over the curriculum and the instruc- 
tional program of the College and makes recommendations concerning 
ssme to the District Chancellor. 

5. Is generally responsible for the improvement of Instruction through 
the assumption of the following instructional functions: 

(a) To stimulate and lead the staff, individually and in groups, 

in: 
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(1) Locating and defining Instructional problems. 

(2) Analysing and studying Instructional problems. 

(3) Resolving Instructional problems. 

(b) To secure and org&nlse or cause to be secured and organised, 
human and material resources for the Instructional program 
and Its Improvement. 

(c) To Insure that liaison Is established and maintained between 
the staff and other groups working to Improve Instruction. 

(d) To Implement the approved college curriculum program. 

(e) To Interpret to the Instructors end students the curriculum 
and the Instructional program. 

6. Is responsible for taking reasonable precautions to safeguard 
the health end safety of the students and staff. 

7. Provides a definite plan of action for civil defense end disaster, 
Including fire, for students and staff, and Insures that adequate 
training Is provided to Insure effective operation of such plans. 

8. Is responsible for the disciplining of all students under his 
supervision. When violation of college and/or district regula- 
tions mskes It necessary to suspend students from classes or from 
the College, the President Is authorised and required to do so 
according to established district policies and procedures. 

9. Directs the development of the annual budgetary requirements for 
the College operations, reconaends the budget a* compiled with 
the Dean, Business and Facilities for inclusion in the annual 
District Budget prepared by the Division of Funds and Business 
Affairs. Maintains supervision of all expenditures. 

10. Keeps such records and makes such reports as the District 
Chancellor ox his representatives may request. 

11. Provides for an evaluation of all classified eiq>loyees twice a 
year on forms provided for this purpose by the Vice Chancellor 
of Educational Services. 

12. Evaluates cooperatively all certificated personnel assigned to 
the campus according to the procedures established cooperatively 
by the P.I.E. Committee and approved by the Board. 

13. Provides leadership for the proper use and care of buildings, 
grounds, and equipment. 

14. Recommends policy to the District Chsncellor through existing 
channels for the improvement of any of the educational programs 
or services of the College. 
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X5. Appoint! mil itandlng mnd •pedml Coll«g« cotmitteei and ••rvef «■ 
•X officio member of all auch commltteea* 

X6. Provldea for the review of polldea of actlvltlea of the Aaaodated 
Studenta and other groupa and organlaatlona functioning with the 
College to Inaure that the actlvltlea of auch groupa are legal and 
conalatent with the phlloaophy and policy of the College. 

17. Provldea for aupervlalon and coordination of all atudent actlvltlea 
Including claaa organlaatlona, duba, atudent aaaembllea, athletic 
^eventa, and aodal actlvltlea. 

18. Provldea for the opportunltlea for profeaaional growth and Inatltu- 
tlonal reaearch. 

19. Leada In the long-range planning of the College and makea recom- 
mendatlona to the Chancellor whereby the College may aerve moat 
effectively the local communltlea from which It drawa Ita atudenta 
and the aoclety Into which they will go. 

20. Pumlahea Information to advlae and aaalat the Chancellor and the 
Board of Truateea In maintaining and Improving the College. 

21. Exerdaea general direction of relatione between the College and 
the varloua high achoola from which the College drawa Ita atudenta 
and between the College and the higher Inatltutlona to which Itn 
atudenta tranafer. 

22. Exercleea general aupervlalon over the adminlatratlve, Inatruc- 
tlonal, clerical and cuatodlal employeea of the College, defining 
or approving their reaponalbllltlea, aeelng that their functlona 
and efforta are effectively coordinated, participating In their 
evaluation In accordance with Dlatrlct polldea, and making 
recommendatlona concerning them to the Dlatrlct Chancellor. 

23. Exerdaea general aupervlalon of all College publlcatlona. 

24. Supervlaia and partldpatea In procedurea for recruiting, aelect- 
Ing, aaalgnlng membera of the certificated ataff ; recommenda 
teacher candldatea for employment, provldea for the orientation 
of new teachera; and encouragea the profeaaional growth of the 
faculty. Recommenda the employment of all peraonnel at the 
College* 

25. Seea that all atate and federal lawa applicable to the College 
or Ita atudenta are obaerved and makea all neceaaary county, 
atate, and federal reporta concerning the College. 

26. Deflnea and Interpret a to atudante, faculty, and the public 
through public addreasea, publlahed artldea, college office 
bullet Ina, correapondence, and peraonal Intervlewa, the prlndplea, 
objectlvea, and phlloaophy upon which the College la baaed. 
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27. Participates In regional, state, and national activities for 
the development of the connunlty college education. 

DUTIES AND RESPONSIBILITIES OF THE ADMINISTRATIVE DEAN. INSTRUCTIOM 

Under the direct supervision of the President, the Administrative Dean, 
Instruction performs the following duties: 

1. Assists the President In the administration of the College. 

2. Supervises all Instructional programs and services offered by 
the College. Coordinates Instructional and currlcular 
responsibilities with the Associate Dean, Instruction and 
Division Chairmen. 

3. Implenents policies and procedures concerning selection, approval, 
and requisitioning of textbooks, supplementary materials, audio- 
visual and other Instructional materials. 

4. Maintains a current file of all course outlines. 

5. Provides for Improvement of the quality of Instruction Including 
methods of evaluating the work of students In the classroom. 

6. Directs a program of recruitment, orientation, and In-servlce 
education of the regular, contract, part-time and substitute 
Instructional staff. Coordinates the screening and selection 
of certificated personnel. Reconnends to the President their 
employment and assignment. 

7. Evaluates the work of the Instructional staff, regular, 
contract, part-time, and substitute, and recommends to the 
President their employment and assignment. 

8. Has responsibility for preparation of class and examination 
schedules, office hours, and teacher load for room assignments 
for scheduled classes. 

9. Has responsibility for the preparation of the total Instructional 
budget %dthln the framework of the Dean, Business and Facilities' 
responsibility for total budget development. 

10. Supervises the Instructional budget. 

11. Thrcugh the Head Librarian, provides for supervision of the 
library, Including acquisition and use of books, periodicals, 
and encourages effective and thorough use of the library by the 
students. 

12. Through the Audio-Visual Coordinator, supervises the Audio-Visual 
services of the College. 



13. Prtparet and distributes the College Catalog » Faculty Handbook, 
Schedule of Classes, textbook lists, and special bulletins 
describing educational opportunities at the College. 

14« Provides for leadership In organising and meeting with advisory 
committees for curriculum development In cooperation with the 
Vice Chancellor for Educational Services, the Director of 
Vocational Education, and other appropriate personnel. 

15. Initiates research concerning the educational needs of students 
and the community and uses findings In projecting personnel needs, 
scheduling classes, and developing and revising curriculum. 

16. Evaluates the work of the classified staff assigned to the area 

of Instruction and recommends to the President their employment. 

17. Compiles and submits to the President any reports requested In 
the area of Instruction or any related responsibility. 

18. Submits an annual report to the President. 

19. Has overall responsibility for the administration and supervision 
of the Extended Day program and for the employment, credent ialing 
and instruction of the Extended Day faculty members. 

20. As lists the President in college programs of public relations. 

21. Prepares reports on items of concern to the institution in the 
area of instruction, such as teacher load, class sice, and other 
administrative research. 

22. Serves as chairman of the Curriculum Committee and Instructional 
Services Committee and provides general leadership for the entire 
instructional program, for the standards of the College, and for 
in-service training designed to maintain a hlRh quality level of 
instruction. 

23. Maintains a Calendar of College events of slftniflcance to faculty 
members • 

24. Maintains liaison in currlcular matters with other schools, the 
District Office and regional, state, and national curriculum 
organisations. 

25. Performs such other ■■■ Imlnlstratlve duties as may be assigned bv 
the President. 

nOTIES AND RE8P0NSTBILITIES OF THE ASSGCIATE DEAN. INSTRUCTION 
1. Assists the Administrative Dean| Instruction as assigned. 



2. RecoBttends to the Admlnlitratlve Dean, Instruction any pollclea, 
procedures, and financial or Instructional suggestions for the 
maintenance and improvenent of the College program. 

3. Assists the Administrative Dean, Instruction with .class schedul- 
ing, staff assignments, and the development of the College Catalog. 

4. Assists the Administrative Dean, Instruction In the coordination 

of the instructional budget with the Dean, Business and Facilities. 

5. Assists In preparing federal fund applications for the College. 

6. Assists In the Interviewing and selection of new Instructor 
candidates. 

7. Assists the Administrative Dean, Instruction In the development 
and operation of research related to the curriculum and Instruc- 
tion of the College. 

8. Assists with the development of the division handbooks and other 
material for the respective departments. 

9. Assists In the coordination of lay advisory committees for 
curriculum development. 

10. Ask.lsts m the evaluation of all full-time and part-time instructors. 

11. Supervises the personnel and the work performed in the Production 
Center. 

12. Responsible for duplication and distribution of the CHARGE. 

DUTIES AND RESPONSIBILITIES OF AS8IST AMT DEAN. INSTRUCTION AND 
COORDINATOR. ADULT EDUCATION 

Under the direct supervision of the Administrative Dean, Instruction, 
the Assistant Dean, Instruction and Coordinator, Adult Education per- 
forms the following duties: 

1. Supervises the entire program of Extended Day classes offered by 
Cypress College. 

2. Assists in the compilation of the schedule of classes for Extended 
Day, working cooperatively with the Division Chairmen and Adminis- 
trative Dean, Instructiou. Takes responsibility for staff, room 
and time assignments. 

3. Assists in the interviewing and recommending of candidates for 
teaching Extended Day classes. Plans, organises, and Implements 

the orientation program for Extended Day Instructors including 
loyalty oaths. X-rays, notice of employment forms, W-2 forms, 
notice of employment to the District and County, payroll forms 



time-cards, contracts, credsntlals and other personnel records 
as needed. Secures substitutes as necessary. 

A. Develops and supervises termination and check-out procedures. 

5. Assists the Division Chairmen In ordering textbooks and supple- 
mentary texts. 

6. Is responsible for the ordering and procurement of supplies and 
equipment for Extended Day classes where these differ or are In 
addition to regular day needs, and assmsbles budgetary informa- 
tion for Extended Day classes. 

7. Assists the Administrative Dean, Instruction In all matters 
related to Instructional services such as securing guest speakers, 
arranging field trips and transportation, and providing produc- 
tion services for Extended Day. 

8. Assists the Administrative Dean, Instruction In the evaluation 
of Extended Day Instructors. 

9. Supervises night switchboard operator and all evening classified 
personnel. 

10. Assists in scheduling physical facilities during evening hours 
and works cooperatively with Division of Physical Plant and 
Facilities in supervising evening maintenance help. 

11. Works closely and cooperatively with Fullerton College and the 
Adult Education Division of the North Orange County Community 
College District in maintaining a comprehensive and balanced 
program of credit and non-credit cUsses within the District. 

Under the general direction of the District Director of Adult Educa- 
tion, the Assistant Dean, Instruction and Coordinator, Adult Educa- 
tion performs the following duties: 

1. Is responsible to the Director of Adult Education for the general 
supervision of campus programs. 

2. Is responsible for the registration of all students. 

3. Is responsible for the attendance accounting. 

4. Is responsible for the counseling and guidance of all studenti 
who are in need of counseling. 

5. Is responsible for the keeping of adequate student records. 

6. Is responsible for the keeping of adequate flnancUl records. 



7* Recommends courses for the Adult Education program* 

8. Aids In the development of curriculum and course outlines* 

9* iupervlses Instruction. 

10. Aids In the evaluation of Instruction. 

11. Is responsible for the supervision of certificated and classic 
fled personnel assigned to the campus. 

12. Is responsible for the preparation of accident reports. 

13. Develops and certifies payroll Information relative to teachers 
and all classified employees on forms provided and at times 
designated by the Board of Trustees. 

14. Is responsible for sucli other duties as may be assigned by the 
Director of Adult Education. 

E. DUTIES AND RESPONSIBILITIES OF THE AUDIO-VISUAL COORDINATOR 

Under the direct supervision of the Administrative Dean, Instruction, 
the Audio-Visual Coordinator performs the following functions: 

1. Assists the Administrative Dean, Ins^ructlon in the Audio-Visual 
area as assigned. 

2. Assists the instructional staff with the selection of both hard- 
ware and software appropriate to the objectives of the staff 
member's instructional program. 

3. Supervises the operation of the Audio-Visual Center and recoonends 
and liq>lements those policies necessary for the smooth operation 
of that facility. 

4. Supervises and evaluates the work of the classified staff assigned 

to the Audio-Visual Center. 

5. Maintains accurate budget records of all expenses related to the 
operation of the Audio-Visual Center and prepares an annual budget 
request for the operation of this office. 

6. Assists in the coordination of the Audio-Visual services with the 
other Instructional services of the College. 

7. Maintains current files of outside sources of ins true tic mally 
related software available for rental or purchase and mikkes the 
faculty aware of such sources. 

F. DUTIES AND RESPONSIBILITIES OF DIVISION CHAIRMEN 

Under the direct supervision of the Administrative Dean, Instruction, 
the Division Chairman performs the following duties: 
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1. Provides general lemdershlp to the division end elds In the 
development of e division philosophy* 

2. Conducts nestings of the division to review all areas of 
division concern. Maintains and distributes minutes of all 
meetings. 

3. Prepares the annual recoonended budget for the division, orders 
supplies and equipment, and maintains all necessary records and 
controls to assure that the division operates within the 
established budget limits. Maintains an inventory for all 
supplies and equipment used within the division. 

4. Assumes the leadership role in the development and operation 

of the curriculum end Instruction of the division. Coordinates 
division efforts related to the development of new courses and 
programs, the review of standing courses, the removal of courses 
no longer appropriate to the curriculum, and the maintenance of 
current course outlines that accurately reflect thA instructional 
pro-am of the division. Works for the Improvement of the 
instructional program within the division. 

5. In accordance with the Instructional materials policy of the 
College, prepares a list of tc7:tbooks to be used within the 
division and submits this rccoHowndation to the Administrative 
Dean, Instruction. Submits requests for supplemenUry materials, 
audlO'Visual aids, and other instructional resources. 

6. Prepares reconendations for all aspects of the College Catalog 
and other college publications related to the division. Working 
with the individual division members, makes certain that all 
recoomendations thus made are accurate representations of the 
program actually in operation within the division. 

7. Prepares reconnendations for class schedules. Instructor assign- 
ments, room assignments, and class sections to be offered In day. 
Extended Day, and sunmcr session. 

8. With Administrative Dean, Instruction evaluates contract and 
part-time Instructors, and the overall effectiveness of the 
Instructional program of the division. 

9. Assists in the initiating, delegating, and/or performing of 
institutional research related to all aspects of the division. 

10. Assists the President of the College and the Administrative 
Dean, Instruction in the interviewing of prospective Instructor 
candidates. 

11. Supervises assignment and work performance of classified personnel 
and student hourly assistants assigned to the division. 
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12. It responsible fot reporting Instructor absences to the Office 
of Instruction and determining whether to cancel classes or 
obtain substitute, and then proceeds to either obtain a substi- 
tute or see that students are notified of cancellation. 

13. Assists in other responsibilities as assigned by the President 
of the College or the Administrative Dean, Instruction. 

DOTIBS AMD RESPONSIilLITIES OF THE HEAD LIBRARIAN 

Under the supervision of the Administrative Dean, Instruction, the 
Head Librarian performs the following duties: 

1. Supervises all aspects of the library and library services. 

2. Recoomends the appointment, promotion, and dismissal of certifl' 
cated and classified personnel and student assistants who ara.^ 
meiibers of the library staff. 

3. Provides in-service training, supervision, evaluation, schedul- 
ing and coordination of the library staff and faculty. 

4. Recommends policies and regulations governing the use of library 
materials by students, faculty., and other users of the library. 

5. Is responsible for making studies leading to the improvement 
of library services, resources, and facilities. 

6. Supervises the selection, cataloging, processing, binding, 
storing, safeguarding, and circulation of all library materials 
(including books, pamphlets, periodicals, films, fllmstrips, 
microfilms, micro-cards, recordings, and other printed materials 
owned by the College). 

7. Assists in the preparation of the annual budgets for the library 
and audio-visual materials and equipment. 

8. Prepares and submits purchase requisitions, warehouse orders, 
and bookstore orders for all library materials and purchases 
through the Business Office of the College. 

9. Gives both formal and Informal instructions in the use of the 
library. This includes library orientation for both students 
and faculty. 

10. Prepares book lists, exhibits, bibliographies, and other aids 
to enable students and members of the faculty to make more 
effective use of library materials. 



H. DUTIES AMD RESPOWSIBILinES OF THE INSTRUCTOR 

The Instructor*! major responsibility Is the education of the students 
at Cypress College* This one statement tests the Ingenuity, creatlve- 
ness, and resourcefulness of every Instructor. The duties and 
responsibilities of Instructors are defined In more detail In the 
Administrative Guide (available In the library and In all administra- 
tive offices of the College, including Division Chairmen); however, 
in general they Include the following: 

1. Fulfills, under the supervision of the President, Admlnistrativa 
Dean, Instruction; Associate Dean, Instruction; and Division 
Chairman, all of the legal requirements of the District and 
campus for employment, credentlallng and performance of duties 
as stipulated by District and College policies. 

2. Accepts the responsibility for the guidance, discipline, and 
instruction of students in their charge, an4 for any or all 
students of the College outside of class hours as assigned by 
the College President. They are expected to coi^ly with all 
reasonable requests made by their imsMldate administrator. 

3. Meets classes, at their regularly, scheduled time. Students will 
not be dismissed early from class without permission from Office 
of Instruction. 

4. Instructors should emphasise in all classes the ii^ortance of 
prosit, regular, and continuous class attendance. Students 
should be counseled when absences threaten standards of accom- 
plishment. 

5. In cases of Illness, notifies their Division Chairman as soon 

as possible. Such notification should be no later than 7:30 a.m. 
on the day of the absence. Necessary assignments and instruc- 
tions should be given for the day*s work. Including directions 
for a substitute if one is desired. 

Instructors absent for reasons of "personal necessity" must 
obtain permission from the Administrative Dean, Instruction 
prior (where possible) to the date of the absence. 

When returning to work. Instructors shall notify the Division 
Chairman no later than 3:00 p.m. on the day preceding their 
return. They are required to file with the Office of Instruction 
a report of their Illness, following an absence from teaching 
duties, after their return to work. If an Instructor falls to 
give due notice of his intention to return after an Illness or 
absence, and a substitute appears for the day*s work as a result 
of failure to receive such notice, the amount paid the substi- 
tute for the day is deducted from the Instructor's salary. 
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6. Cultivates atalduously, In varied waysi his own professional 
growth. Is responsible for becoming the best Instructor that 
he Is capable of becoming. He should contribute » as he Is able» 
toward the advancement In effectiveness and dignity of the 
teaching profession. 

7. Follows the program of Instruction prescribed In course outlines. 
Substantial changes should receive approval. 

8. Keeps an Inventory of school equipment under their jurisdiction 
and reports same on Inventory forms filed with their division 
chairman. 

9. Checks for mall dally In faculty mallroom. 

10. Hakes certain that students put work rooms, classrooms, labora- 
tories, and equipment In order and to see that such equipment 
Is clean before dismissing classes. 

11. Provides for the development of course outlines and curriculum 
content In classes assigned to them. 

12. Hakes suggestions for curriculum development and new courses, 
observing proper channels of communication. 

13. Hakes recomeodatlons for textbooks, supplementary materials, 
equipment, and supplies In assigned courses. 

14. Recommends the selection of library books, reference materials, 

and periodicals for the library. 

15. Records accurately attendance and scholastic data on forms pro- 
vided. Submits and meets deadlines for required reports, such 
as attendance reports, scholastic checks, and other reports as 
assigned. 

16* Assists In the student activity program as assigned by the 
President, by accepting assignments as advisors, sponsors, or 
supervisors of student organizations and events. 

17. Halntalns regular scheduled office hours as requested by the 
Division Chairman and Administrative Dean, Instruction. 

18* Observes, supports, and enforces the regulations, policies, 
other official written communications, snd programs of the 
College as published snd announced. 

19* Attends assigned committee meetings, subject-flmld meetings, 
and general faculty meetings. 

20. Participates, through organised channels. In suggesting Improve- 
ments in the policies and procedures of the College. 
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Inttxuctors shall not: 



1. Tutor students for extra pay on college premises nor shall they 
use college equipment for personal financial gain, nor shall they 
tutor students for money If they have them in regular class 
instruction. 

2. Send students during school hours on errands not strictly per- 
taining to the business affairs of the college. 

CP RTinCATED EMPLOYEE STATUS 

Sem\tft Bill 696, effective September 1, 1972, establishes procedures 
for .nhe employment of, classification of, evaluation of, and imposi- 
tion of penalties upon certificated employees of community college 
districts in California. Soma of the major legal provisions of 
8.B. 696 are discussed below. 

1. The Board of Trustees shall employ each certificated person, 
except certain administrators, as one of the follovingt contract 
employee, regular employee, or temporary employee. A contract 
employee is one who is serving in either the first year or second 
consecutive year of qualifying employment In the district. A 
regular employee is one who has a continuing employment (tenure) 
status in the district. A temporary employee is one who does 
not qualify for classification as a contract or regular employee 
because of certain part-time and/or limited term characteristics 
of the employment. 

2. A contract employee who is serving under a contract for the first 
academic year of employment shall be evaluated by standards and 
procedures adopted by the Board of Trustees, snd notified on or 
before March 15 of the academic year of employment as to whether 
he/she shall be offered ree^)loyment or be dismissed. The notifi- 
cation shall include the reasons for the Board's decision. If 
the decision of the Board of Trustees is to dismiss the first 
year contract employee, the employee does not have the right to 

a hearing under the Office of Administrative Procedure, nor is 
the Board's decision subject to Judicial review as to the reasons 
for the decision. However, "in-house" due process or review pro- 
cedures, such as developed by the faculty senates or those noted 
in Chapter VIII of the P. I.E. program, are available to the first 
year contract employee, to the extent that such procedures apply 
to the basis for recomnendations made to the Board. The "in-house" 
due process procedures are not applicable to the final action of 
the Board of Trustees. 

3. A contract employee who is employed for a second consecutive 
academic year may be classified by the Board of Trustees as either 
a (second year) contrac^ employee, or as a regular employee for 
such year. If the classification is as a (second year) contract 
employee, hearing rights under the Office of Administrative 
Procedure are available to the individual, if the Board of Trustees 
decides not to reemploy the Individual for the following year. 



Notification of the Board's decision and the reasons therefor 
aust be given to the enployee on or before Hard. 15. 

4. A (second year) contract employee who is employed for a third 
consecutive academic year must be classified by the Board of 
Trustees as a regular employee for such year and all subsequent 
years of employomit. A regular employee has all the eaq>loyment 
rights that existed as of September 1, 1972, for employees 
having permanent (tenure) status. 

5. In certain cases, in lieu of dismissal, a suspension penalty 
may be imposed upon a contract or regular employee by the Board 
of Trustees. 

6. A temporary employee is a certificated employee who is not quali- 
fied for classification as a contract or regular employee because 
of length of employment period (s) in the academic year and/or 
percent of full-time assignment in such year; and/or other 
special condition(8) under which the employment became available. 
The employment rights of a temporary employee relate, mainly, to 
judicial review of date of teniinatioD of employment. Under 
certain conditions, 75 percent or more of an academic year of 
service in a temporary employee classification may constitute a 
year of service in the contract employee classification. 

There appear to be certain portions of the new legislation that will 
need to be clarified by legal interpretations. Additional informa- 
tion will be made available as opinions are received from legal 
sources. 

It is hoped that the following general statements will remove some 
of the basic uncertainties regarding the new legislation and its 
effects. 

1. The employment classifications of "probationary** and "permanent" 
have been replaced by the classifications "contract** and "regular.** 
The terms **first year contract, employee" and "second year contract 
employee" are local simplifications of more technical descriptions 
of the two subdivisions of the "contract ei^»loyee" classification. 

2. The reclassification, on or after September 1, 1972, of an indi- 
vidual to a new ea^loyment category has nothing to do with the 
individual* s then current placement on the salary schedule or 
the individual's progression on the schedule. 

3. The employment classification "temporary employee" is still used. 
A substitute employee is a temporary employee. 

A. In cases involving reemployment or dismissal of employees the 
hearing rights under the Administrative Procedure Act and certain 
provisions of the Education Code are different for "first year 



coutracC enployeet," "second year contract employees," and 
regular employees. Temporary employees do not appear to have 
any formal hearing rights. 

5. Ca^>us due process and P. I.E. evaluation review procodurss are 
available to each Individual In each of the employment classi- 
fications. 

6. After one year of service In the classification of "first year 
contract employee" an Individual, If employed for the following 
year, may, but, need not, be classified by the Board of Trustees 
as a "regular employee." After one year of service in the 
classification of "second year contract employee," an Individual, 
If employed for the following year, must be classified by the 
Board of Trustees as a regular employee. 

DUTIES AND RESPONSIBILITIES OF ADMINISTRATIVE DEAN. STDPraT PERSOM^yL 
SERVICES 

Under the direct supervision of the President, the Administrative Dmsa, 
Student Personnel Services performs the following duties: 

1. Assists the President in the administration of the College. 

2. Has the administrative responsibility for all student personnel 
services of the College including Admissions and Records , the 
counseling program, student activities and student government, 
job placement, health services, the athletic program, and the 
program for special students. 

3. Has responsibility for the preparation of the total Student 
Personnel Services budget within the framework of the Dean, 
Business and Facilities' responsibility for total budget develop- 
ment. 

4. Supervises the functions of the Associate Dean, Admissions and 
Records. 

5. Supervises the functions of the Associate Dean, Student Activities. 

6. Supervises the functions of the Supervisor for Counseling and 
Guidance. 

7. Supervises the functions of the Director of the Career Planning 
Center. 

8. Supervises the functions of the Athletic Director. 

9. Supervises the functions of graduation. 
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Supervises the functions of the Health Office. 



11. Supervises the functions of the Bookstore. 

12. Supervised the functions of the Job Placement and Financial 
Aids Office. 

13. Supervises the functions of the advisor for special programs. 

14. Supervises academic probation and stud£nt dismissal procedures. 

15. Supervises and administers the athletic eligibility program. 

16. Administers the college disciplinary program. 

17. Performs such other administrative duties as may be assigned by 
the President. 

pUTIBS AND RESPONSIBILITIES OF THE i^SOCIATE DEAN. AKflSSIONS AND 
RECORDS 

Under the direct supervision of the Administratlxe Dean, Student 
Personnel Services, the Associate Dean, Admissions and Records, 
performs the following duties: 

1. Is responsible for administering policies on admission. 

2. Organizes and supervises the registration procedures for all 
College classes. 

3. Is responsible for determining the residence of students and 
identifying out-of-dlstrlct and out-of-state students and seeing 
that appropriate fees and permits are obtained from the 
appropriate district offices or individuals. 

4. Administers policies for admission of foreign students. 

5. Keeps all records of the students Including attendance, placement 
test resultfl, transcripts, and grade reports. 

6. Completes local, state, and national reports as assigned. 

7. Coordinates data processing with the District Data Processing 
Center. 

8. Supervises functions and personnel of the Admissions and Records 
Office. 

9. Assists the Administrative Dean, Student Personnel Services in 
any other assigned duties. 
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Under the direct supervision of the Administrative Dean, Student Personnel 
Services, th-s Associate Dean, Student Activities performs the following 
duties: 

1. Serves as advisor to the AS Council; attends AS Council meetings; 
Instructs the leadership class; attends student conferences ana 
supervises delegates as needed. 

2. Attends and supervises AS social activities; makes arrangements 
for faculty chaperones, police, custodial help, ticket takers, 
sites, bands, etc, for College social events. 

3. Provides for general supervision and management of home athletic 
contests; arranges for ticket takers, faculty supervision, 
police, public address, custodial assistance, crowd control, 
concessions, etc.; supervises the Pep Squad; arranges for the 
management and deposit of all income relating to athletic 
contests* 

4. Acts as advisor to the Conmlssioner of Pep and the Pep Squad 
in the promotion of school spirit and enthusiasm for athletic 
contests, rallies, and student activities. 

5. Worlis with the AS Council and campus clubs in promoting publicity, 
bulletin announcements, posters, news releases, news photos, etc.; 
provides for both on-campus and off- campus publicity for AS 
activities. 

6. Serves as advisor to the House Coordinating Council and the AS 
Vice President in the coordination of all House activities on 
campus. 

7. Works with the advisors of College Hour programs in order to 
coordinate these activities with other AS activities on campus; 
coordinates the supervision of the College Hour programs. 

8. Keeps the Master College Activities Calendar and coordinates the 
activities in such a way as to avoid conflicts and provides all 
organiaatlons with an opportunity to schedule campus events; 
coordinates the use of school facilities for student activities. 

9. Approves AS and CFPA purchase requisitions; assists the AS 
Council and the Administrative Dean, Student Personnel Services 
in the preparation of the annual AS and CRPA budget; supervises 
the sale of Student Activity cards. 

10. Supervisos the handling of all funds raised and expended by 

organisations or groups on campus; approves admission prices of an 
•vents sponsored by the College. 
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XI. Works with the Supervisor for Counseling end Guidance In setting 
up and supervising the program of orientation of new students; 
helps set up an orientation day for new students In the fall; 
arranges for student hosts; prepares naterlals regarding student 
activities to be distributed to new students. 

12. Jointly, with Supervisor for Counseling, supervises and evaluates 
House Clerks. 

13. Supervises the functions of the House Advisors. 

14. Supervises the functions of the Sports Publicist 

15. Jointly with the Assistant Dean of Instruction supervises the 
functions of the Student Affairs and Evening Assistant. 

16. Coordinates production of the "Back to School" edition of the 
Hoofbeat . 

17. Coordinates Information for typing of the CHANGE . 

DUTIES AMD RESPONSIBILITIES OF THE SUPERVISOR FOR COUNSELING AND 
gjIDANCE, 

Under the direct supervision of the Administrative Dean, '*tudent 
Personnel Services, the Supervisor for Counseling and Guxdance performs 
the following duties: 

1« Provides leadership and supervision for counseling and guldanca 
services. 

2. Assists the Administrative Dean, Student Personnel Services In 
the prt^paratlon and control of the counseling and guidance 
portion of the Student Personnel Services budget. 

3. Evaluates counsslors and the overall effisctlveness of counseling 
and guidance services. 

4. Assists the Administrative Dean, Student Personnel Services In the 
interviewing and selection of prospective csndldates for counsel- 
ing positions. 

5. Represents the counselors on the Instructional Services Committee 
end other administrative conmittees. 

6. Conducts the regular meetings of the counselors. 

7. Coordinates instruction in the Guidance 40 classes. 

8. Arranges in-service training opportunities for CMunseling personnel. 



9. Hat responsibility for development of publications relating to 
counseling and guidance services, Including relevant portions 
of the catalog. 

10, Coordinates the procurement and distribution of catalogs from 
other colleges. 

11, Supervises articulation with feeder high schools and four-year 
Institutions, 

12, Supervises the administration of placement tests and other 
standardised tests of the college, 

13, Conducts Institutional research relevant to counseling and guid- 
ance, including followup studies of graduates and "leavers, 

U, Supervises Office of Veterans Affairs, 

15, Works %rith the Associate Dean, Admissions and Records in the 
coordination of the counselor function in registration procedures. 

16, Administers counseling appointments for registration. 

17, Works with the Associate Dean, Student Activities in setting up 
and supervising the program of orientation of new students, 

18, Jointly, with the Associate Dean, Student Activities, supervises 
and evaluates House Clerks, 

19, Assists the Administrative Dean, Personnel Services In the super- 
vision of academic probation and student dismissal procedures, 

20, Administers the campus scholarship program, 

21, Assists the Administrative Dean, Student Personnel Services as 
needed and assigned. 



22, Is responsible for reporting, to the Administrative Dean of 
Student Personnel Services, counselor absences and provides 
coverage for absent counselors' duties. 




Under the direct supervision of the Admlnisttatlve Dean, Student 
Personnel Services, the Director of Career Planning Center, performs 
the following duties: 



1, Plans, organiseii, and directs programs and services geared to 
promote opportunities for disadvantaged students, including 
counseling, public relations, and referral services. 



2. Ptrfoms part of the tln« «• a vocational counialor. 

3. Works cooperatively with the Vocational Education Dlvlelon, 
Curriculum ConDlttee, Job Placement, Financial Aids Office, 
Student Educational Development Center, Reading Skills Lab, 
Business Skills Lab, etc. 

4. Prepares budget request under regular College channels and 
directs expenditures within the limitation of the approved 
budget. 

5. Conducts research and evaluation of the project. 

6. Maintains a high quality vocational library* 

7« Writes reports and correspondence as Indicated* 

8* Works closely with the Counseling Division and coordinates their 
role and function In the Career Planning Center. 

9. Performs other related work as required for the efficiency of 
the Career Planning Center* 

DUTIES AND RESPONSIBILITIES OF THE HOUSE ADVISOR 

Under the supervision of the Associate Dean, Student Activities, the 
House Advisor performs the following duties: 

1. Gives general leadership to the House to which he Is assigned as 

Bouse Advisor. 

2. Assists In promoting House spirit and Identification* 

3* Supervises the student government organisation of the Houses. 

A* Coordinates Intramural activities within the Houses. 

5. Coordinates and supervises social activities of the House* 

6* Coordinates and gives general supervision to the development of 
clubs and organisations In the House* 

7. Supervises the promotion of publicity and public relations for 
the House* 

8* Serves as general advisor to the students In the House, acting la 
the capacity of ombudsman. 

9* Meets with the other House Advisors and Associate Dean, Student 
Activities as needed to coordinate House operations and policies* 

10. Assists Associate Dean, Student Activities and the Supervisor for 
Counseling and Guidance In supervision and evaluation of the House 
Clerks* 
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11. Approves use of House physical facilities when not otherwise 
scheduled for Instructional purposes. 



It should be noted that the duties and responsibilities mentioned above 
Include the role of coordination and supervision, but It should be 
understood that this means with the help and assistance of other faculty 
members and counselors. Specific clubs and organizations will continue 
to rely on faculty assistance as far as co-currlcular assignments are 
concerned. The House Advisor should have academic background In the 
discipline of the House and work cooperatively In this regard with 
the Office of Instruction. For this assignment certificated House 
Advisors will receive one-fifth release time, for which they will be 
expected to devote an average of eight hours per week to House matters. 

DUTIES AND RESPONSIBILITIES OF ADVISORS TO STUDENT ORGANIZATIONS 

Advisors to student organisations shall be recomended by the Adminis- 
trative Dean, Student Personnel Services and appointed by the President 
of the Coller^. In the spring semester, faculty members will be given 
an opportunity to indicate the cocurrlcular activities (including the 
advising of student organizations) with which they wish to be involved. 
From this list, the Dean will make the recommendations to the College 
President for appointment. It shall be the responsibility of the 
sdvisor of a student organization to: 

1. Become familiar with and enforce the regulations and procedures 
governing student organizations as they appear in the Administrative 
Guide Poli cies Relating to Students , the Student Handbbok . the ASB " ' 
Constitution, and the ASB Financial Code . 

2. Acquaint student organization officers and members with the afore- 
mentioned policies and procedures as they apply. 

3. Present to the Administrative Dean, Student Personnel Services the 
organization's program of activities and budget for the year. 

4. Present a review of the organization's activities as requested by 
the Administrative Dean, Student Personnel Services. 

5. Supervise all official meetings and activities of the organization. 

DUTIES AND RESPONSIBILITIES OF THE ATHLETIC DIRECTOR 

Under the direct supervision of the Administrative Dean, Student Personnel 
Services, the Athletic Director performs the following duties; 

1. Coordinates and approves the scheduling of athletic events. 

2. Coordinates the use of athletic facilities. 

3* Coordinates the employment of officials for games. 

4. Calls and presides over meetings of coaches, as needed, and at least 

bimonthly. 
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5. CoordinAt«f tht Athletic awardi banquets. 

6* Coordinates and supervises the athletic budget. 

7* Supervises the athletic trainer in his responsibilities. 

8. Supervises the athletics equipment man in his responsibilities. 

9. Supervises and evaluates the coaching staff. 

10. Assists in screening and recommendation of coaching candidates. 

11. Represents the athletic department at conference meetings. 

12. Is responsible for seeing that the policies of the District 
Athletic Council, the State Athletic Code, and the Athletic 
Policy Manual are completely implemented in the total athletic 
program at the College. 

13. Takes leadership in development, implementation and evaluation 
of a written philosophy for athletics at Cypress College. 

14. Performs other related duties as assigned by the Administrative 
Dean, Student Personnel Services. 

DUTIES AND RESPONSIBILITIES OF THE STUDEITT PLACEMENT AND FINAMCIAL AIDS 
OFFICER 

Under the direct supervision of the Administrative Dean, Student Personnel 
Services: 

1, Manages the College Work Study program. 

a) Makes needs analysis of financial aid applicants. 

b) Places all College Work Study Students in jobs, on or off 
caaq>us. 

c) Processes all vork/study time cards and Temporary Employment 
Recommendations and keeps accurate records for auditing and 
reporting purposes. 

d) Disburses work/study checks. 

e) Keeps divisions Informed on a monthly report basis of CWS 
money balances. 

f) Handles grievances from students and/or employers. 

g) Follows up on work/study students placed to Insure that federal 
guidelines are being followed. 

h) Arranges contracts with off-campus agencies for employment of 
work study students. 
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1) Reports to the Vice-Chancellor, Business, all off-cenpus 
billing, by agency and student, at the end of each billing 
period, and submits a copy of report to the Dean, Business 
and Facilities* 

j) Locates off-canpus agencies vho wish to participate In the 
off-campus work study program* 

k) Keeps in touch with off-campus agencies regarding their needs 
or problems. 

.1) Sees that CWS funds are used to match Educational Opportunity 
Grants, where necessary* 

Manages the Educational Opportunity Grant Program. 

a) Cotapletes needs analysis and budget on each student applying* 

b) Sees that goveriment guidelines are followed and that each 
student receiving a grant matches it by CWS funds or other 
funds, as established in guidelines* 

c) Sees that no student overmeets his need as established by his 
budget* Keeps accurate records in this regard and advises 
each student and department head of the student's maximum 
need. 

d) Follows up each student to assure that government guidelines 
are followed. 

e) Docum<2nts all unusual circumstances in student's file for 
auditing purposes* 

f) Requests all student EOG checks from the District Office and 
disburses to students on a monthly basiS| after determining 
that a student is placed in a job where he can earn sufficient 
flK>ney to match the grant* 

g) Keeps accurate records in accounting of the EOG and CUJ so 
that money is not overspent* 

With the cooperation of the Advisor for Spec^.al Programs, administers 
EOP financial awards* 

a) Prepares needs analysis and budget for all students seeking 
financial aid under the Extended Opportunity Program* 

b) Makes all awards under the guidelines of the Extended Opportunity 
Program* 

c) Keeps books for the Educational Opportunity Program* 



4. Pnparct all Federally Insured Loen Applieetione and diiburses 
checks vhen they arrive. Also assists students in securing a 
lending bank. 

5. Prepares all federal reports on CWS, EOG, HDSL and Nursing 
Scholarship. 

6. Prepares application to the Federal Government (HEW) for all funds 
under the College Work Study Prograa and the Educational Opportunity 
Grant Program. 

7. Keeps abreast of all changes in the federal programs and does this 
by reading and attending meetings on financial aid. 

8. Arranges vith college and university Financial Aid Offices to assist 
our transfer students vith their financial problems, when necessary. 

9. Manages the emergency book loan program (approval and collection) 
and other loan programs. 

10. Coordinates job placement services. 

11. Contacts local business and industry relative to full-time and 
part-time openings and keeps an up-to-date record of such openings. 

12. Coordinates the full-time placement of graduates and exercises 
appropriate follow-up research. 

13. Manages the National Direct Student Loan Program. 

Handled in same manner as Items 1 and 2 as far as eligibility 
and record keeping is concerned. 

14. Manages the Nursing Scholarship. 

Handled in same manner as Items 1 and 2 as far as eligibility 
and record keeping is concerned. 

15. Applies for all CWS, EOG, NDSL, AND Nursing Loan funds. 
8, DUTIES m) RESPONSIBILITIES OF THE COUNSELORS 

1, Orientation and Instruction 

a) Serve as liaison for specified high schools (3 per counselor) 

b) Conduct orientation sessions for new student registration, 
including administration of reading test. 

e) Teach guidance-related classes, such as Introduction to College, 
Career Planning, Personal Awareness » and Decision Making. 
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d) Act at contultAntt for «11 eolleg* and House orlontatlont 
at natded* 

2* Information 

a) Maintain current Information on educational prograot for 
attlgned treat. 

b) Maintain current Information on career t In the Career Planning 
Center* 

c) Attend meetlngt of attlgned dlvltlon and of advltory coMltteet 
attoclated with that dlvltlon. 

3. Counseling 

«) Educational : Attltt ttudentt In the telectlon of prograat or 
classes appropriate to hlsAiar existing life goals by helping 
to relate previous school records, test scores, abilities, 
achievements, and life experiences to expressed feelings and 
ambitions. 

b) Career t Provide assistance In developing a basis for career 
'decision-making by helping students to consider self-concept, 
background, personel career needs; level of functioning, and 
career exploration. 

c) Personal-Social : Attltt ttudentt to actuallte their potential 
by helping th« In tuch actlvltlet at telf-undertt ending, 
attettment of problemt, clarification of altematlvet, and 
referral for tpeclallted help. 

4. Clerical Dutlet 

a) Approve propoted clatt programs during pre-reglttratlon and 
reglttratlon. 

b) Write lettert of recommendation. 

5. Co-currlcular Actlvltlet 

a) Serve on various conmltteet at attlgned by admlnlttratlon 
or Faculty Senate. 

b) Act at advltors to varlout camput dubt and activities. 
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T, POTIES AND RESPONSIBILITIES OF THE ADVISOR FOR SPECUL PROGRAMS 



Under the direct supervision of the Administrative Dean, Student 
Personnel Services! 

1. Supervises all operations of the Student Educational Developaent 
Center, 

a) Publicity and recruiting. 

b) Peer counseling* 

e) The tutorial prograa* 
d) The follow-up program. 

2. RecoMsnds to the Financial Aids Office those students vho might 
quality for financial aid. 

3. Serves as ombudsman for special students, including the disadvan- 
taged and the handicapped. 

4. Provides specialised, vocational cotmseling for these special 
students. 

5. Vlth the cooperation of the Student Placement Office, assists In 
seeking part-time employment for students. 

6. Serves as the campus contact for liaison with the community relative 
to programs for the disadvantaged, 

7. Works with prospective employers in the community to help ensure 
employment of graduates of the Special Students Program. 

8. Reeonmends curricular and program changes designed co assist 
special students. 

9. Seeks out needed sources of federal or other ftiuding that will be 
an aid for special students and makes appropriate applications. 

U, DUTIES AND RESPONSIBILITIES OF THE TEACHER-COUNSELOR FOR ORTHOPEDICALLY 
HANDICAPPED STUDENTS 

Under the direct supervision of the Administrative Dean, Student Personnel 
Services: 

1. Supervises activities of the Roosevelt Center which includet 

a) Attendant care, 

b) Volunteer help. 

2. Assists vith registration and schedule changes. 
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3. Foru liaison betw««n student and counselor, and student and 
instructors. 

A. Assists with counseling of students in choosing their course of 
study s 

a) Assists and advises students with career goals. 

b) Reviews plans and prograsM with students. 

c) Advises students regarding sequence of courses. 

C) Advises students regarding class load and enployaent, and 
class load and physical capabilities. 

e) Advises students regarding scheduling and transportation, 
and scheduling and physical capabilities. 

f) Reviewit requested changes of programs* 

5. Arranges individual eccanmodations so stu^ant can Met responsibilitiei 
and deoands of classes in which he has enrolled. 

a) Devises and ii^lenents individualised test-taUng piocedures. 

b) Assists in procuring research naterial from the library. 

c) laplements rearrangcaent of dassrooa furniture to accom- 
■odate the handicapped student. 

d) Arranges typing, note-taking, feeding, on-campus transportation, 
and tutoring assistance. 

6« Assists and advises students with housing, financial aid, state and 
veterans* rehabilitation agencies. 

7« Initiates architectural barrier removal. 

8. Makes budget recoanendations for handicapped program. 

9. Instructs Guidance 40 class for handicapped. 

10. Serves as advisor to handicapped student organisation. 

V. DDTIES AND RESPONSIBILITIES OF THE COLLEGE NURSE 

The College NurSe is charged with such natters of health and safety as 
affect the educational operation of the College, the liabUity of the 
District, and the physical welfare of those who may be exposed to health 
or safety hazurds beyond their control while in attendance at College. 
In carrying out her duties, she is responsible to the Administrative 
Dean, Student Personnel Services. 
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1. Renders and reports on first aid In accordance with District, policies. 

2. Sees that an adequate distribution of first aid cabinets Is maintained. 
Inspects these regularly, and sees that they are properly stocked. 

3. Supervises a program of student health appraisal. 

A. Refers students to their family doctors or the Collcsc physician for 
treatment of disorders. 

5. Maintains health records for e^ch student. 

6. Certifies students for special physical education or for exemption 
from physical education because of physical disability or age. 

7. Promotes the health and safety of students and faculty by making 
preventive recommendations through the Administrative Dean, Student 
Personnel Services for Improved safety and sanitation of campus 
facilities and takes proper precautions to prevent the occurrence 
or spread of contagious and Infectious diseases. 

8. Makes recommendations through the Administrative Dean, Student 
Personnel Services regarding special health programs for group 
control of such diseases as polio. Influenza and tuberculosis. 

9. Meets ^lerlodlcally with the counseling staff of the College, Inform- 
ing counselors of such health or disability problems of particular 
students as may be necessary for the success of these students In 
College and receives from the counselors such Information as may be 
necessary for the velfare of particular students and the student 
body as a whole. 

10. Interprets the College health program to students and their families 
as necessary. 

11. Acts as liaison between students and carrier of student accident 
Insurance, Including athletics, and keeps records of claims. 

12. Sets up physical examination program for athletes. 

13. Processes claims and keeps necessary records for the $50 deductible 
aspects of the football Insurance program. 

lA. Makes out accident report forms In connection with the liability 
aspects of District Insurance. 

13. Makes student appointments for services of College trainer. 

16. Assists In the development of an annual budget for College Health 
Services and supervises Its expenditures during the year. 

17. Administers the collection of the Health Fees. 

18 • Maintains supervision over the Health Center and Its personnel. 
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W. DUTIES AND BESPONSIBILITIES OF THE DEAN. BUSINESS AND FACILITIES 



Under the direct supervision of the President, the Dean, Business and 
Facilities performs the following duties: 

1. Assists the President In the preparation of the budget and in 
budget control for the College. Coordinates budget development 
from divisions and all other areas of t:he College. 

2. Processes all purchase, warehouse, and bookstore orders and 
requests for transportation and mileage for travel claims. 

3. Provides general supervision to the submission of a certified 
payroll for the certificated, classified and hourly employees. 

4. Submits to the Office of the Division of Funds and Business 
Affairs, a written report of all accidents which are Incurred 
by students or employees during the school day. 

5. Supervises the operation of campus food service. 

6. Assists in the supervision of the operation of the campus book- 
store. 

7. Assists in the preparation of the bookstore budget. 

8. Halntalns Inventory control of all furniture and fixtures assigned 
to the College campus. 

9. Supervises the operation of the campus delivery system, includinit 
the receipt of campus deliveries from the warehouse. 

10. Supervises the maintenance and operation of vehicles assigned 
to the College campus. 

11. Coordinates campus civil defense in accordance with the established 
District plan. 

12. Supervises Issuance of campus keys and the maintenance of 
systematic key records. 

13. Supervises campus security matters and enforces security 
regulations* 

14. Supervises staff and student parking on campus. Reports to the 
Administrative Deao, Student Personnel Services any disciplinary 
cases that may arise in connection with campus parking matters. 

15. Exercises general supervision of campus maintenance mechanic, 
groundsmen, and custodians, in cooperation with District personnel. 
The Plant Office is to have inmediate supervision of custodians 
through leadmen, custodial foremen, and the operations supervisor, 
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with retpontlblllty for recomaendlng on hiring, rtatslgnnent » 
or termination; for Inspection of custodial work; training 
and direction of custodlann in proper work methods; selection 
and procurement of adequate supplies and equipment; achieving 
efficient and effective upkeep of buildings and grounds. In 
an emergency situation, the Dean, Business and Facilities may 
reassign, temporarily, any custodian or groundsman. 

16. Prrvides liaison on facility planning and new construction 
between the campus; the Assistant Chancellor, Division of 
Physical Plant and Facilities; and the offices of the archi- 
tects involved in the building phase under construction* 

17* Supervises community use of college facilities and the use of 
community facilities by the College. 

18. Performs other duties as assigned by the President of the College. 

DUTIES iUro RESPONSIBILITIES OF THE PUBLIC INFORMATION OFFICER 

Under the direct supervision of the Administrative Assistant for 
Publications and Public Information, the Public Information Officer 
performs the following duties: 

1. Obtains and prepares College publicity materials for press, 
radio and T.V. Exaaq>les are as follows t 

a) Publicizes student activities 

b) Publicizes achievements of faculty, students and alumni* 

c) Publicizes current College activities, programs and future 
plans. 

d) Produces human interest stories on faculty, students and 
alumni* 

2* Obtains photographs as required for news releases, sports publicity » 
publications, displays, slide presentations, building records, etc* 

3* Produces College information fact sheets and publicttions for 
publicity purposes, such as brochures, and booklets, directories, 
faculty and community news letters, athletic press books, 
athletic schedules, announcement mailers, calendars, etc* 

4* Plans and conducts necessary press conferences as needed by the 
President* 

5* Keeps current information on College events sign announcing ' 
College activities of general interest and open to the 
conmunity-at- large . 



t. DUTIES AND RESPONSIBILITIES OF THE DIRECTOR OF C OMhfUNITy SERVICES 

Under th« direct supervision of the President, the Director of Comunlty 
Services performs the following duties: 

1. Coordinates end directs the public relations activities of the 
College. 

2. Develops personal contacts with cononinlty leaders; represents 
the College at appropriate public Information functions as 
assigned by the President. 

3. Serves as liaison between College and community groups and 
organisations. 

4. Assists In the sponsorship and organisation of community events 
and cultural activities, e.g.» conmunlty art shows, theater arts 
productions, musical programa*. etc. 

5. Promotes v'sclal campus programs for the conmunlty such as the 
Artist Lecture Series, Faculty Speakers Bureau, Faculty Lecture 
Series, Foreign Film Series, etc. 

6. Coordinates the community use of College facilities and the use 
of coraunlty facilities by the College. 

7. Serves as chairman of the Conmmlty Services Advisory Committee. 

8. Serves as Executive Secretary of the Artist Lecture Series Com- 
mittee. 

9. Coordinates Suimaer and Extended Day cultural, educational, and 
recreational programs as assigned, with special emphasis on 
their adaptation to and promotion In the community. 

10. Coordinates college Information fact sheets and publications 
for publicity purposes, such as brochures, directories, faculty 
and coimminlty newsletters. Coordinates information for annual 
reports, culendars, directories, etc. 

11. Maintains a resource file on college Information for publicity 
purposes, e.g., biographies of staff members, pictures, dip- 
pings file, mailing lists, resource publications. Ate. 

12. Provides a clearinghouse for general Information about the 
College, e.g., its history, current activities, future plans, 
etc. Publicises achievements of faculty, students, and alumni. 
Produces human Interest atorles on faculty, students, and alumni. 

13. Assists all College Divisions In coordination and preparation 
of editorial, photographic, and graphic coamur Jcations for 
eoBBunlty use or publicity purposes. 



14, Supervises College sthletie news buresu, 

15t Works closely end eooperetively with the District Adminlstretlve 
Asslstent for Publlcetlons end Public Infometion in ell erees 
mentioned* 

16. Preperes the Coonunity Services budget. 

17. Performs other duties es essigned by the t^^vsident. 
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XIX. COMMITTEES 



In the development of the coamlttee structure at Cypress College, 
consideration has been given to the many aspects of the business, 
student personnel, and Instructional concerns. The organisation 
of the College committees attempts to take Into consideration the 
interests and abilities of the Individual faculty members as a part 
of the decision-making and policy-formulating body of the College. 
It should be noted that a significant number of the committees have 
•lectlve chairmanships and that Cypress College students are represented 
on most of the committees. 

The following are the College committees planned and organised for the 
forthcoming year— should there be an indicated need for the formation 
of additional comnlttees to perform a specific fvnctlon, this can be 
achieved by means of a suggestion to the President, of the College. 
The Committee Handbook , distributed early In the fall semester, will 
Include more specific Information on meeting tlacis, m«Bbershlp, 
chairmen of committees, etc. 
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Comadttee 

1. Artist-Lecture Series Committee 

Chairman: Ifts. Donna Frless 

2. Audio-Visual Committee 

Chairman: Mr. Donald Blanchard 

Audio-Visual Coordinator 

3. Bookstore Advisory Committee 

Chairman: Dr. Donald J. Bedard 
Administrative Dekn, 
Student Personnel Services 

4. Certificated Employee Complaint Hearing 
CoBBlttee 

Members to be selected as needed. 

5. Claas Related Programs and Activities 

Chairman: Dr. Donald J. Bedard 
Administrative Dean, 
Student Personnel Services 

6. Comrlttee of the Whole—General Faculty Meeting 

Chairman: Dr. Omar H. Scheldt 
President 

7. Curriculum Coonlttee 

Chairman: Mr. Lyndon E. Taylor 
Administrative Dean, 
Instruction 

a. Ethics/Review Committee 

Members to be selected as needed 
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Meeting Time 
on call 

on call 
on call 



on call 



on call 



on call 



bi-monthly 



on call 



Cowmltf 



Meeting Time 



9. Food Services Connaittee 

Chairman: Mr. Elma Clamp 

Dean, Business & Facilities 

10. Graduation Committee 

Chairman: Dr. Donald J. Bedard 
Administrative Dean, 
S tudent Personnel Services 

11« Health Services Committee 

Chairman: Dr. Donald J. Bedard 
Administrative Dean, 
Student Personnel Services 

12. Bouse Committee 

Chairman: Mr. Thomas Cooper 
Associate Dean, 
Student Activities 



bi-monthly 



on call 



on call 



on call 



13. Instructional Services Committee 
Chairman: Mr. Lyndon E. Taylor 
Administrative Dean, 
Instruction 



bi-flK>nthly 



lA. Intermediate Judicial Council 

Chairman: Dr. Omar H. Scheldt 
President 



on call 



15. Library Committee 

Chairman: Mr. Chester Dal ton 
Head Librarian 



on call 



16. Parking Committee 

Chairman: Dr. Donald J. Bedard 
Administrative Dean, 
Student Personnel Services 



on call 



17. Petitions Committee 

Chairman: Dr. Donald J. Bedard 
Administrative Dean, 
Student Personnel Services 



on call 



18. Point of Vieir Committee 

19. President's Cabinet 

Chairman: Dr. Omar H. Scheldt 
President 



on call 

bi-monthly 



20. Publications Committee 

Chairman: Mr. Rusty Davies 

Administrative Assistant, 
Publications and Public Information 



on call 
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CoBPittet 



Mfting !!«• 



21* Seholarthip and LoAnt ConmittM on call 

ChalCTMn: Dr. Donald J* Badard 
Admlniatratlva Daan, 
Studant Paraonnal Sarvicaa 

22* Spacial Studanta Coiomlttaa on call 

Chairman: Kr. Raymond Solano 

Adviaor for Spacial Programa 

23. Vocational Education Committaa on call 

Chairman: To ba alactad 

24. Ad hoc Commit tae 

Committaa formad aa naadad 
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IV. COCURRICULAR ASSIGNMENTS 



Each regular full-time faculty member Is expected to assume responsibility 
for at least one extra class assignment. Any staff member may volunteer 
to d7~more, of course, and some faculty members by nature of their 
teaching assignment will find themselves Involved In more than one 
extra class responsibility* 

Extra class assignments. are In three categories: 

A. Assignments to which a certificated staff member may be elected 
by the faculty, e.g. the Academic Senate, PIE Committee, Statewide 
Coondttees. 

B. Assignments to which a certificated staff member nay be appointed 
bjy the Academic Senate , e.g. the Curriculum Committee, Faculty 
Forum Editors. 

C. Assignments to which a certificated staff member may be appointed 
by the administration, e.g. a club advisor, division chairman. 

A master list of such assignments follows. In the spring each full-time 
certificated staff member is requested to list three assignment prefer- 
ences, including any assignments to which he may already have been 
elected or appointed for the succeeding academic year, e.g. Senator 
or Division Chairman. 

The Academic Senate President, the Dean of Instruction, the Dean of 
Student Personnel Services and /or the College President shall then 
jointly make the assignments based on College needs and the expressed 
preferences of the certificated staff members. 

A. Assignments to which a certificated staff member has been elected 
Faculty Senate 
District Committees 

Professional and Instructional Effectiveness Coimlttee (PIE) 
CJGA representative 
ASCC represenLwtlvc 

B. Assignments to which a certificated staff member may be appointed 
by the Academic Senate. 

All College Council 

Artist Lecture Series Committee 

Audio Visual Committee 

Bookstore Advisory Committee 
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Ctrtif ieated Employee Complaint Committee 

Class Related Programs and Activities Committee (CRFA) 

Curriculum Committee 

Food Services Committee 

Graduation Committee 

Health Services Committee 

Library Committee 

Parking Conmlttee 

Petitions Committee 

Faculty Forum Editors 

President's Cabinet 

Publication Connittee 

Scholarship and. Loan Committee 

Special Students Advisory Committee 

Vocational Education Committee 

Assignments to which a certificated staff member may be appointed 
by the administration. 

Alpha Eta Rho 

Alpha Gansui Sigma 

Art Gallery 

Aquatics Club 

Basketball Club 

Bowling Club 

CAHPER, Student 

Campus Crusade for Christ 

Chess Club 

Caristian Science 



Cirelt R 
Col].«s« Bowl 
Chry,falit 
Dtnctt & Concerts 
Divltion ChairBftn 
Ecology Club 
Flying Tftaa 
Football Club 
Fortntict 
French Club 

Future Secreteriee Aeeociation 

Geracn Club 

Geology 

Health Career Services 

Bom Meets (Supervision and Manageaent) 

Rouse Advisors and Assistants 

International Students Club 

Intraourals 

Latter Day Saints 

Libertarian Club 

Maranatha 

MBCHA 

Medical Assistants Club 
Model United Nations 
Modem Dance Club 
Operation Wheels Club 
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Oral History Club 
Performing Arts 
Phi Beta Lanbda 
Philosophy Club 
Posters and Publicity 
Press Club and Publication 
Psychology Club 

Recruiting for Athletics (All coaches) 
Road and Field Club 
Sailing Club 
Ski Club 

Southern California Conference Due Process 
Special Events Supervision 
Stewardass-Hostess 

Student Nursing Association of California 

Student Teachers Association 

Veterans Club 

Vocational Nurses Club 

Voice of Cypress College 

Volleyball Club 

Wilderness Travel Club 

VoBsn's Teas Sports 

Voaen's Outreach 

Wrestling Club 

Young Democrats 

Young Republican 
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STUDENT PERSONNEL 



A. STUDENT ABSENCES 

!• AbMnces. Authorleed 

A ttudtnt who oust odss one or aore claMat because of a field 
trip or other authorized activity, such as athletics or nusic 
groups, will be issued an Authorised Absence Excuse (available 
in the office of Administrative Dean, SPS) by instructor under 
whose supervision the activity will occur. The student shall 
have this excuse signed by the instructors of the classes he 
will aiss before the absence occurs* It is recoanended that 
these transactions be carried out at least two days before 
the activity. The signed excuse must be presented to the 
instructor in charge of the activity, and he shall file it 
with the Admissions Office upon the conclusion of the activity* 



2. Absences f Illness 



When a student returns to class after being absent because 
of an Illness which was not communicable, he should verify 
such absence orally and directly with his teachers* 

If the absence was due to a contagious disease, day students 
shall clear through the Health Center before being readmitted 
to class. Extended Day students shall have a clearance from 
their personal physician or from the Health Center. 

All work missed because of illness must be made up, provided 
the work is of such nature that it can be made up; otherwise, 
the student will be subject to grade penalties. 

3. Excessive Absences 

A student should be notified if his attendance record is 
endangering his chances of passing the course. Once it is 
clear that a student has accumulated more hours of unexcused 
absences in any class than the number of hours the class 
meets per week, the instructor may file a Non or Poor Attendance 
Drop Request. 

B. CHANGES OF PROGRAM 

1. Addition of New Classes 

a) A student may request new class additions to his program 
by directly petitioning the instructor of the ^lass he 

is interested in taking. The instructor will be responsible 
for checking prerequisites and will provide the successful 
petitioner with a class ticket. 

b) A student may NOT petition to add a new class until the 
second meeting of the class or the last day of the first 
week of classes, whichever comes first. 

c) A student must petition to add a new class by the end of 
the third meeting of the di ss or by the end of the 
second week of the class, whichever comes first. 

C. CLASS TRANSFERS 

1. A student may, at any time during the semester, change from 
one section to another with the same instructor provided the 
instructor and the student* s counselor both approve. 

2. A student may transfer to a class at the same or different 
level in the same subject area at anytime during the semester, 
provided both instructors and the student* s counselor approve. 
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D. WITHDRAWALS 



Any •tudent who does not attend the fir it two meetings of a 
class at the beginning of the semester shall be dropped by the 
Instructor and his place given to another student unless prior 
arrangements have been made with the Instructor. 

1. WITHDRAWAL FROM COLLEGE 

If It becomes necessary for a student to withdraw from college 
during the first fifteen weeks of a semester, he should apply 
at once In the Admissions and Records Office for a 'Withdrawal 
Petition." The student should complete the form by securing 
the required signatures and return It immediately to the 
Admissions and R<»cords Office. After the fifteenth week of 
a semester the student should apply directly to his instructors 
if he wishes to withdraw from college. The instructor will 
then give the student a grade of "W" on the grade data sheet, 
thereby completing the student's withdrawal from the class. 

Students withJiawing from the college will be given a grade 
of "W" without credit in all courses being taken at the time 
of withdrawal. 



2. WITHDRAWAL FROM CLASS 

Students may withdraw from a class at any time during the 
semester with a grade of "W" and no credit. To accomplish 
this during the first fifteen weeks of a semester a student 
must file a "Program Change Petition" with the Admissions and 
Records Office. After the fifteenth week of a semester the 
student should apply directly to the class instructor if he 
wishes to withdraw from class. The instructor will then give 
the student a grade of "W" on the grade data sheet, thereby 
completing the student's withdrawal from the class. At a 
student's request and with the approval of his Instructor 
(or the Division Chairman if the Instructor is no longer with 
the college) , a "W" grade may replace any earned grade for a 
previously completed course* 



E. ACTIVITY HOUR 

Few classes are scheduled on Tuesdays and Thur-Hays from 11:00 am 
to 12 too noon. This activity hour provides an opportunity for club 
activities to be scheduled at 11:00 am on Tuesdays and for College 
Hour and Associated Student activities to be held at this time on 
Thursdays. Advisors to student activities should consider this 
activity hour to take priority over the other College meetings. 



P. PETITIONS COMMITTEE 

A Petitions Committee has been appointed by the President of the 
College to consider individual student petitions requesting 
reconsideration or waiver of any College rules regarding admission, 
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ditmlssal, probation, graduation, ate* The Conmlttea will meet 
periodically to review and decide upon the eald petition submitted 
by atudenta through the Office of Administrative Dean» Student 
Personnel Services. 

COUNSELIMG AND GUIDAKCE 

It Is our belief that guidance Is a ..vice, the purpose of which 
Is to support and facilitate the Instructional program. We are 
also convinced that a guidance program cannot succMd without the 
cooperation of the teaching staff. Hence, the relationship 
between counselors and teachers Is a matter of particular concern. 
The following aspects of this relationship deserve mention: 

1. The Information the Admissions Office and counselors have about 
students Is at the disposal of Instructors. Upon request, an 
Instructor may have a copy of the list of admissions test 
•cores and access to other pertinent Information. 

2. Information from Instructors Is welcomed. Much Is already 
coming our way In addition to grades and deficiency notices. 
Other comments, oral or written, are most helpful. If an 
Instructor believes that one of his students Is In need of 
•pedal help, he Is urged to bring the matter to the attention 
of his counselor or the Administrative Dean, Student Personnel 
Services. Referrals for testing are also welcome, but It Is 
preferred that no commitments be made as to the names or kind 
of tests to be used. Counselors will discuss with the student 
the selection of tasts, so that he feels he has a voice In what 
Is to be done. 

3. While counseling Is primarily the counselor's responsibility. 
Instructor participation, within the limits of time and qxiallfl- 
cations. Is welcome. Because of more frequent contact with him, 
a student may sometimes find a sympathetic teacher of more help 
than his counselor. This Is fine. It Is Important that the 
student receive help; the source of the help is of less 
importance. However, If a student consults the Instructor at 
considerable length. It will be appreciated If the counselor 

Is Informed. 

A. Counselors are admonish 'id never to make any comments or take any 
action which can be construed by a student as critical of, or 
derogatory to, any member of the teaching staff. The same Is 
eicpecteU of teachers with respect to counselors. If an 
Instructor believes that a counselor has made a mistake, he 
should call the matter to the attention of the counselor or 
the Supervisor of Counseling. To make the student the bearer 
of such tidings, or the victim of a difference of opinion. Is 
unfair to him and destructive of his respect for both teacher 
and counselor. 

Bach of our counselors Is expected to become especially familiar 
with one or more of the major areas of study offered In the College. 
He is expected to attend meetings concerned with these areas and 
otherwise become familiar with the program in these areas. 



H. CAREER PLANNING 



A Career Planning Center staffed with professional counselors and 
technicians, and equipped with the very latest In technical aids 
and materials, Is maintained on the piazza level of the Library. 
Students needing specific assistance In determining career goals 
can be referred at any time to the Career PUnnlng Center, as well 
«t to their own counselor. The services of the Career Planning 
Center are available to all citizens of the North Orange County 
Community College District. 

Instructors are encouraged to make suggestions to the Director of 
the Career Planning Center for materials and services to be provided 
by the Center. 

I. EDUCATIONAL OPPORTUNITIES PROGRAM (EOP) 

An Educational Opportunities Program (EOP) has been set up on 
campus to assist students needing special assistance to get 
through college. Funded by the local district, the state, and the 
federal government, the program Is designed to recruit, counsel, 
tutor, and give financial aid to students In need of such asrlstance. 

Operation of the program emanates from the Student Education 
Development Center (SEDC) located on the second floor of the 
Library. The SEDC Is staffed by a prcfesslonal director, student 
tutors and student counselors. Students needing special assistance 
are urged to contact the SEDC. 



J. VETEPJiNS ASSISTANCE 

A federally funded program of service to veterans Is available. 
Assistance Includes liaison with the VA Office, tutorial assistance, 
job placement, and career counseling. Veterans needing such 
assistance should be referred to the Office of Veterans* Affairs 
on the piazza level of the Library. 

K. FINANCIAL AIDS 

Finances are often a problem for students attempting to get a 
college education. The costs of attending a conmunlty college 
can range up to $180u per academic year. Including room and board. 
To assist students who have financial problems while attending 
school, the College has developed a Financial Aids program that 
Includes student loans, scholarships, grants, and part-time jobs. 
Students needing such assistance should make Inquiries at the 
Student Placement/ Financial Aids Office. 



L. JOB PLACEMENT 

A centralized placement office Is maintained with responsibilities 
for assisting students 'n finding both part-time and career 
employment. The College believes that It best serves both the 
student and employer when It endeavors to place Its students In 
jobs related to their major fields of study, and Its graduates are 
offered the opportunity for career placement In any of the areas 
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for which they have prepared and trained* 

Student seeking part-time jobs, either on or off campus, are 
eligible for assistance through the Placement Office If they are 
carrying, or have registered for, 6 units or more. 

PHYSICALLY HANDICAPPED STUDENTS 

"Operation Wheels" has been Implemented on campus to provide 
assistance for physically handicapped students* The Roosevelt 
Center, located on the first floor of the Library building. Is 
a resource room providing a personal liaison between the student 
and various services. Including: direct communication with 
state and veterans' rehabilitation offices, library research 
assistance, career counseling, on-campus transportation, priority 
registration. Individual accommodations for test taking, reserved 
pArklng, and use of elevators iu multlstorled buildings. 

The campus Is tree of architectural barriers; all buildings and 
rooms are accessible to the student In a wheelchair. 

To obtain further Information or assistance contact Student 
Personnel Services. 

DRESS REGULATIONS FOR STUDENTS 

Since students should consider college a serious business and a 
preparation for the world of work. Cypress College students are 
expected to dress accordingly. Students should dress In good 
taste and should avoid extremes In campus wear, whether It Is 
considered too Informal or too formal. Instructors may submit 
the names students who violate these recommendations to the 
Administrative Dean, Student Personnel Services, or may deny 
admittance to t^ielr classes of any student whose dress is considered 
Inappropriate. Specifically, Instructors are expected to exclude 
anyone from classes who Is barefooted or bare-chested. 

GRADES AND SCHOLARSHIP 

The letter system of grading the quality of work done by students 
nay be Interpreted as follows: 

1. Grades are based upon the quality of work done; that Is, 
upon actual accomplishment In courses offered for credit. 
The grade-point average (CPA) Is computed by dividing all 
units attempted Into all grade-points received. The meaning 
of each grade and Its value In grade-points Is as follows: 

"A" - Superior or Excellent (4 Grade Points). 
Honor grade Indicating excellence earned as a result of 
consistently superior examination scores; consistently accurate, 
and prompt, completion of assignments; ability to deal resource- 
fully with abstract Ideas; superior mastery of pertinent skills; 
and promise of success In field relating to the subject. 
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"B" - Betttr than Average - Good (3 Grade Points). 
Honor grade indicating competence earned as a result of 
high examination scores; accurate and prompt completion of 
assignments; ability to deal well with abstract ideas; 
conendable mastery of pertinent skills; and promise of 
continued success in sequential courses. 

"C" - Average - Satisfactory (2 Grade Points). 

Standard college grade indicating successful performance 

earned as a result of satisfactory examination scores; generally 

accurate and prompt completion of assignments; ability to deal 

with abstract ideas; average mastery of pertinent skills; and 

sufficient evidence of ability to warrant entering sequential 

courses. 

«D« - Passing (1 Grade Point). v. 
Substandard grade indicating the meeting of minimum objectives 
only earned as a result of low examination scores; generally 
Inaccurate, Incomplete or late assignments; Inadequate grasp 
of abstract ideas; barely acceptable mastery of pertinent 
skills; or insufficient evidence of ability to make advisable 
the enrollment In sequential courses. 

"F" - Falling (No Grade Points). 

Non-passing grade indicating failure to meet minimum objectives 
earned as a result of non-passing examination scores; Inaccurate, 
incomplete or late assignments; failure to cope with abstract 
Jdeas; Inadequate mastery of pertinent skills; or repeated 
absence from class. 

"I" - Incomplete (No Grade Points, No Units Attempted, No 

Unit Grade Completed). . 
Unfinished work, otherwise passing, indicating that an Important 
assignment, such as a term paper, final examination or experiment 
is missing (for Illness or other sufficient reason) but can be 
submitted to complete the course. An Incomplete S^^^de may 
act be assigned as a withdrawal grade, nor is it used if the 
student has completed all course requirements. 

•V - Withdrawal (No Grade Points, No Units Attempted, No 
Unit Grade Completed). 

A 'V is a grade indicating the student has withdrawn from 
college or dropped from class. The grade indicates that the 
course has been cancelled from the student's program of study 
without credit and is not Included in the grade-point-average 
computation. 

"CE" - Credit (No Grade Points, No Units Attempted). 
"Credit" means that credit has been earned for the course 
although there are no grade-points and the 8"i*>« °f 
computing grade-point average, but is interpreted as a C or 

better. 



ERIC 



- 47 - 



"NCR" - Mo Credit (No Grade Points, Mo Units Attempted, Mo 
Units Completed). 

A "No Credit" means that neither units nor grade-points have 
been earned. 

2. Credit-no credit grading. See the Catalog, page 13, for 
conditions gr^v^emlng credit-no credit grading and a listing 
of courses ottered on a credit-no credit basis. 

3. The basic purpose of a Credit by Examination Is to allow credit 
for the prior or advanced knowledge of class material by the 
student. The student Is thus not required to register for 

and attend an entire semester's class for which he already 
has comprehensive knowledge. Instead, the student may elect 
to enroll In more advanced or electlva courses* tn short, 
this system Is to encourage more meaningful and erpanded 
•ducatlonal experiences for the student. See the catalog, 
page 16, for conditions governing credit by examination and a 
listing of courses that may be challenged. 

4. Cypress College expects every student to make satisfactory 
progress in each course attempted* Failure to do so cannot be 
excused on the basis of outside Jobs, other activities, or even 
iirjiess of the student. Although all students are expected 

to maintain the highest scholastic standard of which they 

are capable, the College Interprets a grade of "C" as representing 

acceptable scholarship. To remain in good standing, and to 

be eligible for graduation, a student must have a cumulative 

grade-point average of not less than 2.00 (C) based on the 

4-point scale. 

5. The names of students earning a grade-point average of 3.75, 
or higher, in twelve or more units, will appear each semester 
on the President's Honor List. Those receiving a grade-point 
average between 3.0 and 3.74 will appear each semester on the 
Dean's Honor List. Students who qualify may also be honored by 
election to Alpha Gamma Sigma, the community college honor 
society. Teachers should encourage students to apply for 
Alpha Gamma Sigma. Qualifications are described on page 

18 of the catalog. 

SPEAKER POLICY 

1. Policy and Procedures 

a) Speakers from off campus may be invited to speak on campus 
by a member of the faculty, by faculty organizations, by 

a department or division, or by a recognized student 
group. 

b) A member of the faculty who wishes to invite a speaker to 
appear before his classes shall confer with his professional 
colleagues and with the Administrative Dean, Instruction, or 



hit designate, before extending tn invitation to an off- 
canpua apeaker. At all times, speakers who appear on 
canpua should have competencies and experiences which 
nake their appearances educationally valuable and which 
could not be duplicated in any other way. 

• 

c) Faculty organizationa which Invite speakera to address 
then on campus ahall confer with the President of the 
College, or his designate, before extending invitatlona 
to off-campus speakera. 

d) Student groups which invite speakers to address them on 
campua ahall confer with their faculty adviaor and with 
the Admlniatrative Dean,. Student Peraonnel Services, bef^-e 
extending invitations to o£f-campus speakers. 

e) In the caae of apeaker a appearing before student groups, 
the President of the College, or his designate, may 
require any or all of the following conditions: 

1) that the speaker be approved by the President's 
Cabinet; 

2) that a apecified faculty member serve aa chairman 
of the meeting; 

3) that time be provided for questions directed to the 
speaker by hia audience; and 

4) that atudent groups maintain a balanced speaker 
program ao aa to assure equal presentation of any 
conflicting points of view within the political, 
philoaophical, religious, educational or social 

* framework of the sponsoring group. 

£) Aa off-campus speaker* a presence, acta, or preaentation 
on campus shall not violate any of the proviaiona of the 
State Education Code. 

g) An off-campus speaker* a presence and preaentation ahall 
not be in conflict with the approved uae of College 
facilities as established by the Board of Truateea. 

b) Either the of f-campua speaker or the person who introducea 
him to his audience shall make clear that the speaker does 
not represent the College, that the speaker is not sponsored 
by the College, and that the speaker speaks only f.or himself 
or. In a few instancea, perhapa, for an aaaociation or 

/Up. 

i) An of f-campua apeaker* a appearance on campua alwaya preaumea 
the availability of fadlltlea and the noninterruption of 
the College* a regular educational program. 

i) All apeaker s who receive invitatlona to apeak on campus 
o shall receive a copy of this Speaker Policy. 
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k) The President of the College shall be responsible for 
establishing* when needed •more detailed procedures for 
carrying out the above philosophy and policy. 

1) Speakers shall be expected to comply with Section 415.5 

of the Penal Code and all other applicable state and federal 
laws. 

RBCORDS AND REPORTS 

The class roll book Is the definitive repository of all attendance 
and scholarship records. Its attendance records are the basis for 
determining the amount of state aid to which Cypress College Is 
entitled. Its scholastic records are the final authority In all 
questions of student academic performance. Consequently these 
records must be kept systematically, conscientiously and Intelligibly; 
and they must be clear, not only to the teacher who enters them, 
but to anyone who has occasion to Inspect them. Instructions for 
keeping class records and for making reports are carried at the 
front of the class record book. 

STUDENT PUBLICATIONS 

All student publications eligible for distribution on campus shall 
be first authorized by the Administrative Dean, Student Personnel 
Services, and shall be assigned an official faculty advisor. 
All student publications are expected to reflect good taste, be 
written and edited by students of the College, and conform to 
editorial policies established by the College that Include authority 
of the faculty advisor and the President of the College to exercise 
the right of review when deemed necessary. Further procedures 
for the distribution of both student and other publications are 
Included In the Admlnl'=itratlve Guide. The procedures must be 
observed by all concerned. 

1. Student Newspaper 

The Hoofbeat Is published by the College Journalism class. 
Members of the faculty and students are Invited to submit 
opinions to the editorial staff. The student newspaper will 
be circulated free to students and the faculty. 

2. Student Yearbook 

The student yearbook. View . Is published by the College 
Yearbook staff. 

CAMPUS DISTURBANCES 

The following laws and regulations apply to campus disturbances: 
1. Education Code 



Bdueatlon Cod^^ Section 10602 ; Continued wilful disobedience, 
open and persistent defiance, habitual profanity or vulgarity 
upon school premises, constitute good cause for suspension or 
expulsion from school . . . 

Education C ode ^ Section 10605 : The governing board of any 
school district shall suspend or expel pupils for misconduct 
vhen other means of correction fall to bring about proper 
conduct. 

Education Code. Section 10605.5 : The chief administrative 
employee at a school shall, prior to the suspension or expulsion 
of any pupil, notify the appropriate law enforcement authorities 
of the county ot city In which the school Is situated, of any 
acts of the student which may be violative of Section 2A5 of the 
Penal Code. 

Education Code. Section 10609 : All pupils shall comply with 
the regulations, pursue the required course of study, and 
submit to the authority of the toachers of the schools. 

Education Code, Section 13558.5 : Every minor over 16 years of 
age or adult who is not a pupil of the school, including but 
not limited to any such minor or adult who is the parent or 
guardian of a pupil of the school, who comes upon any school 
ground or into any schoolhouse and there wilfully interferes 
with the discipline, good order, lawful conduct or administration 
of any school class or activity of the school, with the intent 
to disrupt, obstruct, or to Inflict damage to property or 
bodily injury upon any person, is guilty of a misdemeanor, and 
it punishable by a fine of not less than fifty dollars C950) 
nor more than five hundred dollars ($500), or by imprisonment 
in the county jail for not more than six months, or both. 

Education Code. Section 13560 : Any parent, guardian, or other 
person who insults or abuses any teacher in the presence of 
other school personnel or pupils and at a place which is on 
school premises or public sidewalks, streets, or other public 
ways adjacent to school premises or at some other place if 
the teacher is required to be at such other place in connection 
with assigned school activities is guilty of a misdemeanor, 
and is punishable by a fine of not less than fifty dollars 
($50) nor exceeding five hundred dollars ($500). 

Education Code, Section 16701 : Any person who wilfully disturbs 
any public school meeting is guilty of a misdemeanor, and 
punishable by a fine of not less than ten dollars ($10) nor 
more than one hundred dollars ($100). 

I, Penal Code 

p«nMi code , Sections f Q ""'^ - Reaistln>-r arrest and inter- 
IHlSrwlth a school official or officer of the law or fireman 
In carrying out hi p duties: 
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69« Resisting executive officers: Punlshroant : 
Every person who attempts by means of any threat or violence, 
to deter or prevent an executive officer from performing any 
duty Imposed upon such officer by law, or who knowingly 
resists, by the use of force or violence, such officer, in the 
performance of his duty, is punishable by a fine not exceeding 
five thousand dollars, or by imprisonment in the state prison 
not exceeding five years or in a county Jail not exceeding 
one year, or by both such fine and imprisonment. 

1A8« Resisting public officers in the dischargte of their 
duties; Penalty * Every person who wilfully resists, delays, 
or obstructs any public officer, in the discharge or attempt 
to discharge any duty of his office, when no other punishment 
is prescribed. Is punishable by a fine not exceeding one 
thousand dollars, or by Imprisonment in a county Jail not 
exceeding one year, or by both such fine and imprisonment. 

Penal Code 245: Assault with a deadly weapon; 
Every person who commits an assault upon the person of another 
using a deadly weapon or instrument or by any means of force 
likely to produce great bodily injury. 

Penal Code. Section 403 - Breaking up a lawful assembly . 

Disturbance of assembly or meeting other than religious or 
political . Every person who, without authority of law, 
wilfully disturbs or breaks up any assembly or meeting, not 
unlawful in its character, other than such as is mentioned 
in Section 302 of the Penal Code and Section 5004 of the 
Elections Code, is guilty of a misdemeanor. 

Penal Code 302 and Elections Code 5004 extend the &?me rules 
to religious and political meetings. 

Penal Code. Section 406 and 408 - Rout or inciting to riot . 

'*Rout" defined. VRienever two or more persons, assembled and 
acting together, make any attempt or advance toward the 
coomission of an act which would be a riot if actually eonmlttad, 
such assembly is a rout. 

Penal Code,^Section 407 - 408 - Unlawful Assembly. 

407. "Unlawful assembly" defined . Whenever two or more persons 
assemble together to do an unlawful act, and separate %d.thout 
doing or advancing toward it, or do a lawful act in a violent, 
boisterous, or tumultuous manner, such assembly is an unlawful 
assembly. 

408. Punishment of rout and unlawful assembly. 

Every person who participates in any rout or unlawful assembly 
is guilty of misdemeanor. 



Pmal Code. Section 409 - Refusal to disperse from unlawful 
Mttmbly * 

Every person remaining present at the place of any riot, rout, 
or unlawful assembly, after the same has been lawfully warned 
to disperse, except public officers and persons assisting them 
in attempting to disperse the same, is guilty of a misdemeanor. 

Penal Code. Section 415 - Disturbing of the peace, using of 
profane language, or displaying signs carrying such language . 

Every person who maliciously and wilfully disturbs the peace 
or quiet of any neighborhood or person, by loud or unusual 
noise, or by tumultuous or offensive conduct, or threatening, 
traducing, quarreling, challenging to fight, or fighting, 
or who on the public streets of any unincorporated town, or 
upon the public highways in such unincorporated town, run any 
horse-race, either for a wager or for amusement, or fire any 
ffiin or pistol in such unincorporated town, or use any vulgar, 
i.«vi.«aui, or indecent language within the presence or hearing 
of women or children, in a loud and boisterous manner, is 
guilty of a misdemeanor, and upon conviction by any court of 
competent Jurisdiction shall be punished by fine not exceeding 
two hunclred dollars, or by imprisonment in the county jail for 
not more than ninety days, or by both fine and imprisonment, 
or either, at the discretion of the court. 

Fenal Code 602.9 - Disruptive presence at schools. 

Any person who comes into any school building or upon any school 
ground, or street, sidewalk, or public way adjacent thereto, 
without lawful business thereon, and whose presence or acts 
Interfere with the peaceful conduct of the activities of such 
school or disrupt the school or its pupils or school activities, 
and who remains there, after being asked to leave by the chief 
administracive official of that school or any designated agent 
of the chief administr«tive official who possesses a standard 
supervision credential or a standard administration credential 
or who carries out the same functions as a person who possesses 
such a credential, or in the absence of the chief administrative 
official, the person acting as the chief administrative official, 
is guilty of a misdemeanor. 

The term "School" as used in this section means any elementary 
school, junior high school, senior high school, or junior 
college. 

The term "lawful business" as used in this section means a 
reason for being present upon school property which is not 
otherwise prohibited by statute, by ordinance, or by any 
regulstlon adopted pursuant to statute or ordinance. 

3. Military and Veterans Codes 

Military and Veterans Code. Section 614(d) - Mis use of the 
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A person it guilty of a mitd«BM«nor who publicly mutilates, 
4afaea8» defiles, or tramples on any such flag. 

Military and Veterans Code. Section 616 - Display of emblem 
of opposition to organised government . 

Any person who displays a red flag, banner, or badge or any 
flag, badge, banner, or device of any color or form fihatever 
in any public place or in any meeting place or public assembly, 
or from or on any house, building, or window as a sign, symbol, 
or emblem of forceful or violent opposition to organised 
government or as an invitation or stimulus to anarchistic 
action or as aid to propaganda that advocates by force or 
violence the overthrow of government Is guilty of a felony. 
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PROCEDURAL INFORMATION 



A« FACULTY 

1. Faculty Duty Hours 

A yearly teaching load for an Instructor at Cypress College 
consists of weighted classroom loads of 30 to 32 teaching 
units. If the total load for any faculty menber for the fall 
and spring semesters In any school year exceeds 32 teaching 
units I the class or section %d.th the lowest number of contact 
hours which brings the faculty member under 32 teaching vnlts 
shall be considered as an overload and, as such, shall be 
considered as part of the faculty member's extended day 
assignment. 

Upon request of the Office of Instruction, instructors shall 
submit a list of office hours for publication and posting. 
A minimum of 25 to 40 hours shall be spent on regularly 
scheduled classroom activities, consulting with students 
during posted campus office hours and other duties on campus. 
(See revised Administrative Guide section on Instruction.) 

2. Evaluation of Faculty 

The key role of faculty evaluation system lies in the improvmaent 
of the instructional program of the College. In addition, the 
entire curricular program is subject to constant review to 
determine its relevancy. 

All contract instructors will be evaluated at least twice 
annually and all regular instructors at least once biennially. 
Evaluations will be conducted by the Division Chairae^i; the 
Administrative Dean, Instruction; the Associate Dean, Instruction 
and the President. A conference will be held following each 
observation, and all evaluation records will be available for 
review. 

For further details concerning evaluation policy and procedures, 
see the District Chancellor's Administrative Guide, and consult 
the guidelines set down by Professional and Instructional 
Effectiveness Evaluation Committee. 

3. Academic Due Process for Certificated Employees 

Academic Due Process Basic Policy 

Certificated employees have rights an<* duties wh:*.!h derive 
from their status as a member of the college, as a 
colleague in the academic profession, and as a dtisen 
of the community. "Academic Due Process" is a systematic 
procedure designed to icbulve issues arising from action 
taken by the North Orange County Community College 
District, and its representatives (hereinafter referred 
to as the "employer") which the certificated employee 
believes to have an adverse effect with respect to his 



rigliiLs as stipulated by state and federal law, the terms 
and conditions of his employment contract * and the employer* 
policies* Therefore* any complaint which the certificated 
employee may have with respect to the employer's action 
that is believed to unjustly or adversely affect such 
rights, shall be adjusted according to the Complaint 
Procedure below. 

Complaint Procedure 

All complaints must be processed within a reasonable 
period of time in the sequence of steps stated below; 

1) First Step; Informal Discussion 

a) The employee shall first attevpt to resolve 
his complaint by informal discussion with the 
employer's representative directly involved 
in the matter. 

b) There is no responsibility on the employer 

to make an adjustment of the complaint unless 
it is presented within a reasonable period of 
time after the occurrence of the acts or 
omissions of the employer which are the basis 
of the complaint. 

2) Second Step : Complaint Hearing 

a) If the complaint is not settled satisfactorily 
at the First Step, the complainant may directly, 
or through his designated representative, 
present his complaint in writing to the 
Certificated Employee Complaint Hearing 
Committee (hereinefter referred to as the 
"Hearing Conmittee") . Such written presentation 
must be stated on a Complaint Form to be 
furnished by the employer, copy of which appears 
in Appendix A. 

b) The Academic Senate shall establish each fiscal 
year a Certificated Employee Complaint Hearing 
Committee. The members of the Hearing Committee 
shall consist of three members of the nonadmin- 
iMtrnti've certificated staff. The three members 
of the Hearing Committee shaU be appointed 

by the President of the Academic Senate subject 
to the ratification by the majority of the 
Senators present and voting for such ratification 
In the event the hearing involved a complaint 
initiated by an administrative employee, the 
President of the Academic Senate shall appoint 
another administrative eciployee to act as a 
member of the Hearing Committee in place of a 
permanent member, such permanent member's dis- 
placement being determined by lot. 
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c) Upon conducting a hearing on the complaint, 
the Hearing Cotmnittee shall submit its written 
findings of fact and recommended disposition 

of the complaint to the President of the College, 
the President of the Academic Senate, and the 
complainant. 

d) Within ten (10) calendar days from the date of 
receipt of the findings and recommendations of 
the Hearing Committee, the President of the 
College shall accept or reject the committee 
recommendations by submitting his written 
disposition with a statement of his position 
to the complainant, the Academic Senrte, and 
the Chancellor. 

Third Step: Complaint Appeal To Chancellor 

a) If the complaint is not settled satisfactorily 
at the Second Step, the complainant may 
directly, or through his designated representative, 
present an appeal in writing to the Chancellor. 
Fnch written presentation must be stated on a 

•mplaint Appeal Form to be furnished by the 
voployer, a copy of which appears in Appendix B. 

b) Upon completing a review of the records and/or 
consulting with the complainant and /or conducting 
a hearing on the matter, the Chancellor shall 
make a written disposition of the Complaint 
Appeal. Copies of the Chancelloi ' » disposition 
of the Complaint Appeal shall be returned to 

the complainant, the Academic Senate, and the 
President of the College. 

e) The parties (Chancellor and complainant) may 
arrange a conference by mutual consent at any 
time during the Third Step in an effort to 
resolve their differences by conciliation. 

4) Within ten (10) days from the date of receipt 
of the Chancellor's written disposition of the 
Complaint Appeal in the Third Step, the 
complainant and the Academic Senate (acting 
through its President or his designee) may 
request in writing that such complaint be 
submitted to mediation. 

(1) Within thirty (30) calendar days from the 
date of receipt of the written request 
for mediation, the parties shall prepare 
a written submission agreement setting 
forth the issues in dispute. If the 
parties cannot agree upon the terms of the 
submission agreement, each party, at 
least two days in advance of the mediation 
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hearing, shall submit to the other a 
statement of the Issues It considers 
In dispute and the mediator shall determine, 
at or before the hearing, the Issues to 
be mediated. 

(2) If the parties are unable to agree upon a 
mediator wlthlu twenty-four (24) hours 
after meeting for that purpose, they 
■hall request an appropriate agency to 
submit a list of five (5) persons from 
which the mediator shall be chosen. 

The parties shall each alternately delete 
the names of two of these five persons and 
the remaining or fifth person shall act 
as the mediator. 

(3) A mediation hearing shall be held within 
sixty (60) calendar days following the 
receipt by the employer of the request 
for mediation. The conduct and procedures 
of the medic nlon hearing shall be determined 
by the mediator. The compensation of the 
mediator shall be borne by the employer. 
Either party shall have the right to have 
the mediation hearing recorded and trans- 
cribed at his own expense. 

(A) The recommendation (s) of the mediator 
■hall be submitted to the parties In 
writing not more than thirty (30) calendar 
days after the mediation Is concluded. 

(5) Within fifteen (15) calendar days after 
receipt of the recommendation (s) of the 
mediator, the Chancellor shall complete 
his review of the record and make his 
final written disposition of the Complaint. 

Fourth Step: Complaint Appeal To The Board of Trustees 

a) Within ten (10) calendar days from the date of 
receipt of the Chancellor's final written 
disposition of the Complaint Appeal In the Third 
Step (see paragraph d-5 above), the Complainant 
and the Acai *jnlc Senat-v (acting through Its 
President or his designee) may request In writing 
that the recommendations of ths mediator and 
the final disposition of the Chancellor be 
submitted to the Board of Trustees for their 
disposition. Such written presentation must 
be stated on a Complaint Appeal Form to be 
furnished by the employer, a copy of which . 
appears In Appendix C. 
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Within sixty (60) ealtndar days from the dat« 
of receipt of the CompUint Appeel to the Boerd 
of Trustees , the Boerd shell eonplete its 

review of the record end make e f inel written 
disposition of the Compleint. 
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Appendix A 



CYPRESS COLLEGE 
COMPLAINT FOBM 



Nan* of ComplAinant: 



Noi* of th« tmploy«r*t repretentative with whom you h«v« attcmtpad to r«tolv« 

this eoBpUint: P«ta; 

NATURE OF COMPLAINT (Statament of facta giving riaa to thia complaint): 



RBOEDT OR CORRECTION REQUEST3: 



Signature of Complainant: D«tai _^ 

Complaint Form xacaivad by: Data: . 

(Haaring Cosmittaa) 

Diatributioni Original - Certificated Employeea* Complaint Hearing Coonittee 
Copy - College Preaident 
- Complainant 

North Orange County CooiBunity College Diatrict 
kn 

Xl-1-71 



Appendix B 



CYPRESS COLLEGE 
COMPLAINT APPEAL FORM 



MtM o£ C<nBpl«inant: 

REASONS FOR COMPLAINT APPEAL (Summary o£ facts and atatamant of raaaona for 
appealing the diapoaition of the complaint by the College President and the 
Certificated Employe ^.a' Hearing Coomittee): 



REMEDY OR CORRECTION REQUESTED; 



Signature of the Complainant: 

Complaint Appeal Form received by: ^ 

(College Preaident) 

Distribution: Original - Chancellor 

Copy - Board of Truateea 

- College Preaident 

- Academic Senate Preaident 
•> Complainant 

North Orange County Community College Diatrict 
kn 

11-1-71 
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Appendix C 



CYPRESS COLLEGE 
COMPLAINT APPEAL FORM 

Nane of Complainant t 

REASONS FOR COMPLAINT APPEAL: 



chancellor's FINAL WRITTEN DISPOSITION OF THE COMPLAINT: 



RECOMMENDATION (S) OF MEDUTOR: 



RBIEDT OR CORRECTION REQUESTED: 



Sit&atura of tha Complainant: Data: 

Coaplaint ^paal Form raeaivad by: Data: 

(Chancellor) 

Diatribution: Origiiul - Chancellor 

Copy - Bof.rd of Truateea 

- Collcs.e Preaident 

- Academic Senate Preaident 

- Complainant 

North Orange County Community College Diatrict 
kn 

11-1-71 
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Sabbatical Leave Policy 



a. Definition 

A aabbatlcal leave of absence it a privilege accorded to 
qualified certificated employees for the purpose of 
inprovlng Instruction, as provided for In the Education 
Code Sections 13457-13A63 as a "leave of absence for pjt 
to exceed one year for the purpose of permitting study 
or travel by the employee which will benefit the schools 
and pupils of the district." A "leave of absence" per 
se Is to be construed to mean absence from the District 
without pay under provisions of the Administrative Guide 
of the District. 

b. EllKlblllty 

Any permanent certificated employee is eligible to apply 
for sabbatical leave. He or she must have been an 
employee of the District for not less than six consectulve 
years. A sabbatical leave of absence shall not be 
granted for less than one full semester, nor for more 
than two full consecutive semesters. 

c. Number of Leaves Granted Each Year 

The number of leaves granted each year shall not exceed 
5Z of the eligible certificated staff. The Board of 
Trustees reserves the right to modify this number any 
year depending on budget requirements and available tax 
resources. 

d. Purposes 

1) To engage in professional study or research . 

The course work must be planned to achieve some goals 
which will be of value to the college. Study on a 
special project or research problem must have the 
advance approval of the District Chancellor and the 
Board of Trustees. 

2) For travel and observation . 

When such application is made for travel and observ- 
ation, the applicant shall submit a written program 
and an itinerary for approval, indicating the specific 
values to be derived by the District and the employee 
from the proposed travel activities* 

e. Compensation 

An employee granted a one year sabbatical leave shall 
receive 50% of the regular salary he would have received 
if he had continued his regular service. An employee 
granted a sabbatical leave for one semester shall receive 
90Z of the regular salary he would have received for that 
semester. An employee who requests a leave prior to the 



beginning of a one semester sabbatical may be granted 
a leave without pay for the period immediately preceding 
his sabbatical — this option is subject to administrative 
approval* Salary while on leave shall be paid monthly. 
The fact that an applicant has additional compensation 
in the form of a public or private grant should in no way 
prejudice the consideration of his application for a 
sabbatical leave. Scholarships » fellowships, and assist- 
antships in approved colleges and universities which do 
not Interfere with the program of professional improvement 
are to be approved by the District Chancellor. 

f • Retirement and Salary Advancement 

A sabbatical leave shall count toward retirement. The 
annuity contributions shall be collected in the usual 
manner. The instructor progresses on the salary schedule 
in the same manner as he would had he remained in the 
teaching service of the District. 

g. Report on Activities 

Each employee on sabbatical leave shall file with his 
president and the District Chancellor a written report 
not later than 60 days after his return. The report 
shall contain data as to the activities of the employee 
and transcripts of all college and university work 
completed. Each employee on leave shall Include an 
appraisal of the professional value of the experience 
gained while on leave and the manner in which the exper- 
ience or knowledge gained may be used for benefit of 
the students or community college in which the employee 
is located. 

h. Status 

Any employee on sabbatical leave of absence shall be 
returned to that assignment held at the time the 
sabbatical leave was granted, provided that conditions 
have not arisen which would have made it necessary for 
the Board of Trustees to have changed the employee's 
assignment had he remained in active service for the 
same period. 

1. Accident or Illness 

If the sabbatical program is Interrupted because of 
serious illness or accident* this shall not be considered 
a failure to fulfill the conditions upon which the leave 
was granted. It shall not affect the amount of compen- 
sation to be paid the employee, provided the Board of 
Trustees of the District shall have been notified 
promptly of such accident or illness. (Notification 
shall be made by registered letter within 15 days of 
the time of accident or illness unless prevented by 
extenuating circumstances.) 
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Procedures 



Applicants for sabbatical leave shall file a request 
with the President at any tine prior to January 15th 
of the preceding year. The application will be forwarded 
with the recommendation of the President to the Division 
of Educational Services by February 1st. The application 
shall be reviewed by a subcommittee of the District 
Professional Growth and Development Committee consisting 
of the Vice Ch/mcellor and two committee members. 
Recommendations will be forwarded to the District 
Professional Grovth and Development Committee and then, 
through the Vice Chancellor, to the District Chancellor 
and to the Board of Trustees. Criteria for recommending 
such leaves shall be governed by: • 

1) The relative merit of reasons for desiring leave. 

2) The direct benefit to the District. 

3) The reasonable distribution of applicants In the 
various segments of the District. 

4) The number of previous sabbatical leaves granted 
the applicant. 

5) The seniority of service of the district employee. 

6) If a spring semester leave and fall semester leave 
have equal merit, the spring semester leave will 
be given priority. 

(Points 3,4,5 and 6 wm apply In addition to 1 
and 2 mainly la the case that more applications 
are received than can be allowed In a particular 
year.) 

The applicant shall be notified no later than the 
second Board meeting It. March of the approval or of the 
disapproval by the Board of Trustees. Should the 
employee's plans be changed, the applicant will be 
expected to conform with the legal provisions on 
sabbatical leaves set up by the Superintendent of 
Schools of Orange County. The applicant will furnish 
the Board of Trustees with an acceptable bond Indemnify- 
ing the District against loss In the event that the 
employee falls to render at least two years* service 
In the District after return from his sabbatical leave. 



Mini Sabbatical Leave For Administrators 

Administrators may take two months mini sabbatical leaves at 
full pay either In conjunction with or separate from their 
22 vacation days. An administrator shall be eligible for 
a mini sabbatical after six years continuous service to 
the District. At least four of these years must be In a 



full-time adninistratlve position* A yearns aervice as a 
division chairman shall count as a year toward such a leave. 

Policy Regarding Property Rights in Materials. Processes, and 
Devices Prepared and Developed by Teachers . 

The following policy was adopted by the Board of Trustees 

of the North Orange County Community College District in the 

regular meeting held December 17, 1968. 

VHEREAS, the Board of Trustees of the North Orange County 
Comunity College District and the officers in the several 
administrative subdivisions of the district (all hereinafter 
referred to as "the district") desire to encourage research, 
innovation, experimentation, invention,- and development of 
information and knowledge on the part of each and every 
member of its faculty (hereinafter referred to as "the 
teacher"); and 

VHKR£AS, the district recognizes that the teacher has the 
right to benefit monetarily from the product of his time, 
talent and mental and physical efforts; and 

VHEREAS, the district realizes that the teacher, while 
performing his regular teaching duties for which he is 
contractually compensated by the district, may concurrently, 
and without detracting from the performance of his teaching 
duties, be forming in his mind ideas, concepts and intellect- 
ual production which the teacher may independently translate 
into writings, lectures, teaching aids, materials, processes 
and devices (all hereinafter referred to as "Materials"); and 

VHEREAS, the district recognizes that the teacher may not be 
encouraged to engage in such constructive efforts if his 
property rights to the results, and the right to realize 
the usual ccmpensation from same, are threatened; and 

WHEREAS, the district asserts that, if it expressly hires 

any individual, teacher or otherwise, to prepare materials 

in its own behalf, rather than to teach in the broad professional 

sense, then the district is entitled to the property right in 

the materials resulting from such express employment contract 

and to receive compensation for same; 

THEREFORE, the Board of Trustees of the North Orange County 
Comoninity College District adopts the following policy on 
behalf of the district with respect to property rights in 
materials developed by the teacher; 

a. In the absence of a separate, express and mutually 

acceptable contract to the contrary, the teacher shall 
have the exclusive property right to all materials which 
are the product of his mind, time and talent, including 



the right to all royalties from the sale thereof, 
and the district waives any right It night have therein; 
provided however that In such cases the teacher shall 
reimburse the district for any property owned by the 
district and physically Incorporated In such materials, 
and provided further that the materials are not other- 
vise In the public domain. 

b* Subject to tUe provisions of Paragraph c below, the 
district grants to the teacher the same right to have 
considered and adopted for required use the materials 
which he has developed, as the district grants with 
respect to materials developed by others. Materials 
developed by any member of the faculty which the student 
Is required to purchase shall be adopted through the 
regular procedure prescribed by the district. 

c. In the event that the teacher undertakes to develop or 
prepare materials on behalf of the district, either In 
lieu of, or In addition to his regular teaching duties, 
the property right In and to such materials shall vest 
In the teacher, as a part of the compensation for such 
assignment, unless there shall first have been a 
separate and mutually negotiated contract specifying 
the work to be performed, the compensation therefor* 
and the dispositions of the property right In and to 
such materials. Including the right of any royalties 
which may accrue therefrom. 

d. The district will neither recognize nor honor the claim 
of any teacher to revenue from the district under an 
Implied contract based upon the use of any materials 
developed by the teacher and used by him within the 
district. 

•. It is hereby declared that the district will not 
alter this policy without prior consultations with 
the Faculty Senates of the District. 

£. Nothing in this policy should be construed as endanger- 
ing preexisting property rights of third paries, that 
are binding on the District, in materials developed 
by teachers. 

Conference Attendance - Professional 

Vhen professional conferences of significant Importance are 
held within the state, an instructor representing the subject 
area may attend on recommendation of the Division Chairman. 
The recommendation should be made to the Administrative Dean, 
Instruction and should indicate that the request is within 
the division's allocated funds for conference attendance and 
that provision has been made to continue the instructor's 
• classes during his absence. The recommendation, if approved 
by the Administrative Dean, Instruction, will authorise 
the attendance without loss of pay and with reimbursement for 
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thote expenses provided It Is approved by the Board of 
Trustees. The Administrative Dean, Instruction will 
forward the request with his recommendation to the 
Dean, Business and Facilities for processing for Board 
action. All applications should be processed at least 
three weeks prior to the date of the conference so that 
they may be approved by the Board of Trustees prior to 
the conference . (Administrative Guide, Section F-I-11) 

lorServlce Education 

Hembers of the staff are encouraged to take advantage of 
professional conferences (as money Is available through 
the approved budget), district Instructional workshops, 
regular and extension imlverslty courses, lectures, etc. 
The Administrative Dean, Instruction Invites suggestions 
from the staff for such campus activities as convocations, 
colloqula, symposia, and outside speakers to address the 
faculty. 

Faculty Absences 

a. In the event of Illness, the Instructor Is to call 
the Division Chairman (or the Office of the Associate 
Dean, Instruction, If the Division Chairman cannot be 
reached) the day before, ot at least before 7:30 am of 
the day of the absence (or 6:30 am for a 7:00 am class). 
In case of Extended Day absence, the Instructor should 
call the Office of the Assistant Dean, Instruction and 
Coordinator, Adult Education. 

b. The following Information will then be related to the 
appropriate parties: 

1) Whether the Instructor desires a substitute. 

2) How long the Instructor will be absent. Notice 
should be given by 3:00 pm If the Instructor plans 
to return the next day; otherwise, the substitute 
will be retained and It will be assumed that the 
Instructor will be absent for another day. 

c. In the event of personal necessity leaves, the Instructor 
should contact the Administrative Dean, Instruction 
directly. Copies of the related policies will be 
available In the Office of the Administrative Dean, 
Instruction. 

d. Absences from school for unauthorised personal or business 
reasons, or absences before the official close of school 
are subject to full per diem. For complete Information, 
see Administrative Guide . 



«. Following an absence, the Instructor must complete an 
absence report and return It to the Office of the 
Associate Dean, Instruction. 

10. Substitute Policy 

Instructors may act as substitutes on the Cypress College 
campus or at Fullerton College during hours other than those 
In their assigned teaching schedules. Staff members who 
agree to act as substitutes must accept all of the teaching 
and routine responsibilities for the class period (s) In 
which they are substituting. No payment for substitute time 
will be made unless the substituting Instructor actually 
conducts the class for a minimum of a "class hour". The 
substitute's regular class (es) may not be combined with an 
absent Instructor's class (es) and be credited for paymei .:. 

Compensation will be on an hourly basis, at a rate derived 
from the Extended Day salary schedule and the teacher's 
placement on such schedule. After substituting, the 
Instructor should complete a substitute report and return 
it to the Office of the Associate Dean, Instruction. 

U, Extended Day Assignments 

Extended day assignments for part-time staff shall not be 
more than 60 per cent of a teaching contract. Regular staff 
shall be limited to two evenings a week, not to exceed two 
classes including Adult Education, in the North Orange County 
CoBBmnity College District. One Saturday class will be equated 
to one evening class assignment. Exceptions must have approval 
of the President or his designate. Assignment to extended 
day classes may be a part of regular contractual load when 
deemed necessary by the College President; in such event, the 
load limitation for extended day extra assignment shall 
apply to any load over the Instructor's contractual load. 
No overload shall be assigned which will impair the effective- 
ness of the Instructor in either the day or extended day 
programs. 

12, Saturday Classes 

Classes which meet cn Saturday only or on more than one day 
of the week including Saturday, if taught by faculty members 
currently under a full-time contract, shall be taught under 
extended day contracts; and as such, shall be considered as 
a completely voluntary assignment. If it is desirable to 
assign a class which meets on Saturday only or on more than 
one day of the week including Saturday, as part of a regular 
contract, such assignment shall also be on a voluntary basis. 
Further, any instructor volunteering for such an assignment 
shall have all his regularly assigned duty hours scheduled 
in the five day period from Tuesday through Saturday. 



13. 



Sunner School Assignments 



Summer school assignments shall not exceed two classes or the 
maximum number of weekly contact hours permitted for the com-* 
blnatlon of regular day and extended day assignments during 
the regular fall or spring semesters. Exceptions must have 
the approval of the President or his designate. The Division 
Chalirmen shall make every effort to assign summer school on 
a rotation basis. 

14, Policies for the Selection of Division Chairmen 

The College President shall appoint Division Chairmen In such 
a manner that will maintain the District affirmative action 
policy. Appointments are subject to Board review and 
confirmation. For specific procedures see white manual 
of Policies, Procedures and Regulations. 

INSTRUCTION 

1. Advisory Committees 

In order to maintain a conqtlete tinders tending of the vocational 
needs, specifications and conditions In the business and 
Industry of the area, the North Orange County Community 
College District has established Advisory Connlttees for each 
of the vocational programs offered at the Colleges. These 
committees are composed of leaders In the particular field 
of business and/or Industry and through their collective 
expertise the Colleges maintain a close articulation with 
vocational developments. Currently, Cypress College Advisory 
Committees consult with District In the following areas: 



a. 


Aeronautics 


b. 


Air Conditioning 


c. 


Automotive Body 


d. 


Automotive Servicing 


e. 


Community Services 


f. 


Geology Technician 


t* 


Instructional Aide 


h. 


Medical Assisting and Medical Secretary 


1. 


Medical Records Technician 

• 


J. 


Nursing 


k. 


Photography 
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1. PsyehlAtrie Technician 



«. Public Works 

n. Secretarial and Office Froceduree 
o. Stewardess-Hostess 

Additional advisory groups are developed as a need is indicated 
and are established through the Office of Instruction with 
the approval of the President of the College and the District 
Director of Vocational Education. 

Curriculum Development 

«• Proposals for new courses or changes in existing courses 
•ay be received from a wide variety of sources, such 
as students, faculty, advisory committees, citizens 
of the coomunity, the administration, and the Board of 
Trustees. 

b* Prior to the development of new courses or programs, 

consideration must be given as to how these courses fit 
into the Ten-Year Curriculum Plan established by the 
division on the Cypress campus and updated each year 
by said divisions. Upon determination that the course 
or program falls into the pattern of the Ten-Year Plan 
then coflttunication with the District Curriculum Coordinat- 
ing Conmittee should take place (via campus representatives) 
to coordinate such development on a District-wide basis 
and to ovoid duplicate effort on the two campuses. 

e. Before a new course or a change in si course is brought to 
the campi Curriculum Committee it is first brought to 
the attention of the Division Chairman of the division 
in which the addition or change is to take place. 

d. After the desire for a course has been established, 

and the Division Chairman has agreed that the course 
should be offered, the instructor who will teach the 
course must prepare a detailed course outline. This 
outline is approved by the Division Chairman. The 
next step is to fill out the "New Course Adoption Request 
form. 

The completed "New Course Adoption Request" form and course 
outline of the proposed course are submitted to the 
Administrative Dean, Instruction. At the next Curriculum 
CoBDittee meeting, the instructor is asked to attend 
and, with the assistance of the Division Chairman, present 
the course to the conmittee. At this time, the course 
is discussed and is appro'/ed as presented, approved with 
minor changes, not approved, or tabled for later consider- 
ation. 



£• After a course Is approved by the Curriculum Connilttee* 
It Is then considered by the Administrative Dean, 
Instruction. With his approval, the "New Course Adoption 
Request" Is forwarded to the President for his consider- 
ation. Before the course Is added to the curriculum, 
it must gain approval of the District Curriculum Coordlnat 
Ing Committee, with final approval of the Board of 
Trustees. 

Supervision of Students 

Students are to be continuously supervised by certificated 
personnel. Leaving students unattended In campus facilities 
Is considered a violation of security regulations and may 
be construed as Instructor negligence* In case of accidents 
or trouble. 

Examinations 

Thr. evaluation of a student's performance Is considered an 
Integral part of Instruction. Accordingly, examlnti: 'ons 
should be utilized frequently, especially In the early weeks 
of each semester. It Is recommended that both the objective 
and essay types oi' examinations be given, and students should 
be expected to perform at the accepted college level. . Is 
Important that grades, when subjected to review, be based 
upon enough evidence In the form of tests, quizzes, or other 
evaluated work. 

All Instructors shall be responsible for the composition, 
administration, and evaluation of all the student's work. 
The Instructor should Inform the student regarding the number 
and type of tests given, the methods of grading and the 
methods of arriving at final griuies. Instructors should 
remalti in the classroom while giving examinations and should 
assume the rcisponslbllity for the Integrity of examination 
responses. Final examlntttlo.'.g are required in each course 
and students must take chese examinations at the scheduled 
time and place . Any deviation from the schedule must have 
the prior approval of the Administrative Dean, Instruction. 
Mid-semester or quarter examinations may be given at the 
discretion of the Instructor. 

Grade Records 

It is exi)ected that Instructors will keep complete records 
of all grades received by students in their classes and 
will record these grades sn the grade recotd sheets provided 
by the North Orange County Community College District. 
The maintenance of such complete records is viewed as one of 
the prime obligations of the instructional staff. 
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Suppltmenf ry Initructlonal ttoterlali 



Instructors ars encouraged to use supplementary Instructional 
aaterlals which are of educational value. Supplementary 
reading material, such as books which are to be purchased 
In the Bookstore, are to be requested through the Division 
Chairman and approved by the Administrative Dean, Instruction 
and the President. Students should not be required to 
purchase supplementary materials . 

It is assumed that material which Is biased, propagandlstlc, 
or contrary to basic and accepted principles of society will 
be treated as such and will not be used to promote the Ideas 
contained therein. 

7. Textbook Selections 

a. District Policy and Procedures Regarding Adoption of 
Textbooks 

A textbook is a basic educational tool and is of such 
Ivportance to the Instructors, students, and society 
that exceptional care needs to be exercised In Its 
selection. 

Bach textbook shall be selected in harmony with the 
basic educational philosophy and alms of the District 
as set forth in the Administrative Guide of the District, 
in the Faculty Handbook , and in the College Catalog . 

Textbook adoptions are for a minimum period of three 
years, although special circumstance? may justify an 
exception to this requirement. 

Request for a new textbook shall be made by the 
instructors and division concerned only after careful 
consideration and evaluation of the lixtbooks available. 
A request shall be approved in wlrtlng by the majority 
of Instructors who will forward the request through 
established channels to the Board of Trustees. 

Requests for textbook adoptions and copies of the books 
shall be in the office of the Administrative Dean, 
Instruction by February 15 for Fall semester adoptions. 
Except by special arrangement with the Bookstore and the 
Administrative Dean, Instruction, a textbook adopted in 
February shall be used in the following Summer Session 
if the course is offered. Spring semester adoptions 
will be considered only if unusual circumstances arise, 
and requests shall be submitted by November 1. 

The Bookstore must be notified of anticipated discont- 
inuance in sufficient time to clear the stock of text- 
bocks which will not be used. This discontinuance 



Infomatlon It tranimltted to the Bookstore by the 
Oivition Chairman at the tine of adoption. 

Formal approval of textbook discontinuance Is given by 
the Board of Trustees at the time of approval of adoption 
of the replacement textbook. After the Board of Trustees 
has acted on requests for discontinuance or adoption 
of textbooks, word of this action shall be forwarded ' 
with the request forms to the President, who In turn 
vlll act In accordance with the Board decision. 

MOTE: This policy was adopted August 18, 1967. 
Internal Policy 

This policy does not preclude the adoption of multiple 
textbooks, that is, the use of different textbooks by 
different Instructors in the same course. The use of 
such multiple adoptions should be held to a minimum. 
Understanding the Instructional and educational benefits 
of a multi-textbook philosophy, the following policy 
has been adopted, and In order for multiple adoptions to 
be considered, the following steps should take place: 

1) A division should approve the concept of multiple 
adoptions by a majority vote of the division. 

2) The division, having adopted the concept in 
principle, should review all proposed textbooks 
individually. 

3) Any textbooks proposed for adoption should have the 
approval of the majority of the division before 
they are forwarded to the division chairman, the 
Associate Dean, Instruction, the Administrative 
Dean, Instruction and the President of the College 
for final review and approval. 

a) The proposal of adoption of any textbook 
shall be accompanied by convincing reasons 
for its adoption. These reasons shall be 
stated in writing. 

b) All textbook proposals submitted from a division 
for the next year should be submitted at the 
same time so consideration is not only on a 
first-come-first-served basis. 

4) Approval at the campus level consists of review of 
proposed adoptions by the division, the division 
chairman, the Administxative Dean, Instruction and 
the President. Receiving the approval at these 
levels, the textbook proposal is then sent to the 



Offlct of Educational Servlcas for final review 
and aubnlsilott to the Board of Truiteei for final 

Adoption* 

5. Any text that falls to secure approval at: any of 
these levels should be returned to the division 
with reasons attached for Its disapproval. Appeal 
from any of these groups would go through the 
usual procedures with final appeal to the Board 

of Trustees* 

6. Guidelines J The following guidelines are suggested 
for division consideration In reviewing textbook 
proposals: 

a) Where courses are taught by one or two teachers 
only, they should attempt to agree on a 
single textbook. 

b) The Instructors of courses taught by three to 
five Instructors should attempt to agree on 

a single textbook or a maximum of two text- 
books. 

c) Where more than five Instructors teach the same 
courses, the same philosophy as b would be true 
and -10 more than three textbooks should be 
considered. 

8. Field Trips 

Field trips are recognised as an important part of the 
Instructional program. Requests for such Instructional 
trips should originate with the Individual Instructor and 
then should be submitted to the Division Chairman and the 
Administrative Dean, Instruction for approval. Transportation 
is handled by the Business Office. In order to Insure 
sufficient time for this process, requests should »>• 
■itted at least three weeks prior to the activity. Field 
trip requests to attend a play or a film shall Include the 
title of the production. 

It is the responsibility of the President of Cypress College, 
or his designate, to approve or disapprove each field trip 
requested In connection with an authorised campus function. 
An overnight leld trip shall be appiaved only when It Is 
determined by the President or his designate, that a trip 
of shorter duration cannot achieve the accepted educational 
goals of the requested trip. 

It is expected that Instructors of the Extended Day Pfoj^f*? 
will take field trips only during the evening hours that the 
class regularly meets, lu this manner, students that avail 
themselves of the opportunities of the evening P^f^f •» 
to their work scheduJe will not be excluded from educatlon- 
o ally meaningful field experiences. 
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Instructors should imprtss upon their students thst conduct 
on a field trip should approximate that of any college function 
and that there should be no deviation from thi:se standards. 
While conducting the field trip, the Instructor shall have a 
first aid kit In his possession, or have one inmedlately 
available. 

There shall be no Instructional trips the week before or 
durlnR the final examination weeks . 

Controversial Issues 

The District Administrative Guide has defined a "controversial 
Issue" as one in which "'there is a significant difference 
of opinion among a substantial number of citizens regarding 
the solution to a current problem." 

Th( treatment of a controversial Issue should be within the 
range of the knowledge. Interest, maturity, experience and 
competence of the students. The Issue should be current, 
real, and Important to the student and In an area of the 
Instructor's competence. An Important key In dealing with 
controversial Issues Is objectivity and impartial consider- 
ation. All facts, evidence, and aspects of an Issue should 
be presented honestly and sufficient time should be provided 
tc cover all aspects of the Issue adequately. 

Flag Display 

United States flags shall be suitably displayed In classrooms, 
laboratories, and wherever there Is an Indoor assemblage of 
students and general public on campus. An outdoor flag 
shall be raised on the morning of each school day and shall be 
lowered each evening before sundown. (Education Code 16517- 
16518) The pl>idge of allegiance Is played over the campus 
speakers when the flag Is raised each day. 

Flag Policy - Associated Student Body 

a. All predictable requests from students to alter (I.e. half 
mast, addition of another flag, etc.) the standard flying 
procedure at Cypress College shall be brought before the 
A.S. Cabinet for approval at their regularly scheduled 
meeting. 

b. Such predictable requests must be received by the A.S. 
Secretary two (2) weeks prior to the event. 

e. The approve], by the Cabinet of such a request may be 
Interpreted as a direct request from the student body. 

d. If the request Involves flying another flag, that flag 
must be presented at the time of Cabinet action. The 
Cabinet can then be assured of judging based on the else, 
appropriateness, etc., of the flag. 



e. Rtquftstt occasioned by an emergency or of an unpredictable 
nature may be considered provided they are received by 
the Cabinet twenty-four (24) hours before scheduled 
enactment to allow a special meeting of the Cabinet* 

f . After approval Is given by the A.S. Cabinet, the request 
shall go to the President's Cabinet for their consider- 
ation. 

g. In the event the A.S. Cabinet It unable to meet prior 
to the scheduled enactment, the request shall be trans- 
mitted directly from the A.S. President to the College 
President for his consideration. 

11. CHARGE 

A bulletin, the CHARGE . Is coordinated and typed by the Office 
of Student Activities, after which it is duplicated and 
distributed to all faculty mailboxes and student offices 
by the Office of Instruction. Faculty or students desiring 
to submit any item for inclusion in the bulletin, shall type 
or print the message on the appropriate form which can be 
found in the Student Activities Office. Before a notice can 
be considered for the CHARGE , the signature of the person or 
persons submitting the notice must appear on the form. 
In the case of a student-submitted notice, a faculty/sponsor 
signature must also appear. The deadline for items for the 
Tuesday bulletin is 9tOO am Hondey. 

The CHARGE is a bulletin containing official College 
announcements, faculty comDunications and announcements of 
the A.S. office and their approved organisations. 

The CHARGE is not a vehicle for expressing pro and con sides 
of controversial Issues, but for information regarding the 
day-to-day operation of the College. The office charged with 
the responsibility of preparing the bulletin reserves the 
right to delete any announcement that does not reflect common 
sense and good taste. 

Faculty members are expected to assist in CHARGE communi- 
cations by posting and calling attention to it in their 
classrooms or preferably by reading it to 9:00 am classes 
on Tuesday and Wednesday. 
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Vll. BUSINESS SERVICES 



A. ACCIDENTS AND ILLNESS ON CAMPUS 

In case of any injury or Illness requiring nedlcal attention, notify 
the Health Center Immediately. If no one Is available In the Health 
Center, contact tho Administrative Dean, Student Personnel Services. 
Discretion must be used in determining whether the Injured person 
can be moved to the Health Center or whether the nurse should be 
called to the scene of the accident. Never send anyone to the Health 
Center unattended. In the case of an injured student, the parents 
should be notified as soon as possible. 

An accident report should be made on the District form on the date 
of all accidents, major or minor. If the injury or Illness occurs 
at a time when the college nurse is unavailable, the Individual's 
family doctor should be called or an emergency call placed to the 

Anaheim Memorial Hospital, 1111 V. La Palma, Anaheim, California — 
774-1A50 If possible, these calls should be made through the Office 
« of the Administrative Dean, Student Personnel Services. Nevertheless, 
in such an emergency a college administrator should be notified 
immediately. Any certificated staff member has the right and res- 
ponsibility of administering first aid, if necessary, prior to the 
arrival of the nurse. 

B. BUDGET PREPARATION AND ADMINISTRATION 

By approximately October 15 of each school year, the President of 
th« College will make an estimate of student enrollments, day and 
Extended Day, for the following Septeniber and will develop an 
estimate of certificated and classified personnel needs and other 
opr v:\tional expenses for the next school year. The estimate will 
be made after requests of the Division Chairmen, the Administrative 
Dean, Instruction, and the Administrative Dean, Student Personnel 
Services which will have been presented to the President the 
previous spring. 

Instructional budget requests will be developed cooperatively by 
the Division Chairmen, the Administrative Dean, Instruction, and 
the Dean, Business and Facilities. The Administrative Dean, 
Student Personnel Services will handle budget requests in his 
area after consultation with his staff and with the Dean, Business 
and Facilities. 

The Dean, Business and Facilities will assemble the budget material, 
see that the requests are within District policies and within the 
available funds according to information at the time. Ho will 
review the entire College budget with the President, the Deans, 
and others as the need arises. After a consensut has been reached, 
the Dean, Business and Facilities will submit the campus budget 
to the College President for approval prior to submission to the 
Director of Funds and Business Affairs. 
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After the budget Is adopted by the Board of Trustees, the Dean, 
Business and Padlltles will adnlnlster and direct It under the 
supervision of the College President and In accordance with the 
District policy. The staff will be notified of changes In requests 
nade during the budget preparation and of transfers or other 
adjustments made after budget adoption. Budget preparation and 
subsequent purchasing should adhere as closely as possible to 
calendars Issued for these purposes. In general, campus Inquiries 
about budget matters should be directed to the campus Dean, Bus- 
iness and Facilities. 

For details of budget procedures refer to Policies, Procedures 
and Regulations Manual, copy of which ;'.s In offices of Division Chair- 
men and administrators. 

CIVIi DEFENSE 

A Civil Defense Procedure Booklet will be made available to all 
personnel. It is expected that everyone will become familiar 
with the procedures, alarm signals, etc., contained therein. 

FIRE AND OTHER EMERGENCIES 

In case of fire or other serious emergencies, call the campus 
telephone operator and give your name and your extension number. 
Describe the nature and location of the emergency. Remain in the 
inmedlate area of the emergency until the firemen or other personnel 
arrive. 

Headquarters for any emergency will be the President's Office. 
First aid will be in the Health Center. Ceiclflcated and class- 
ified personnel will leave all buildings at the evacuation signal. 
Instructors should take their record books with them and stay with 
their students during the drill. Fire Alarms— The warning signals 
and appropriate evacuation procedures are posted at the door of 
each dassroon and office. All school personnel should be familiar 
with these directions. 

HOUSEKEEPING AND SAFETY 

It is expected that good housekeeping practices will be followed 
at all times. A neat and clean dassroon or office makes a more 
attractive environment in which to learn and work; enhances the 
element of camptis safety; and makes for more pleasant staff relations. 
In addition, good housekeeping practices on the part of all per- 
sonnel will permit the custodial staff to render more satisfactory 
service. 

INSTRUCTOR LIABILITY 

(See the Chancellor's Administrative Guide) 

The question of teacher litbility is one of concern to all staff 
members. The following material is an attempt to answer a few 
questions. It does not answer all; so when it t doubt* be sure to 
check with the Administrative Dean. Instruction. 
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Failure on the part of the school authorities to prevent foresee- 
able harm Is the determining factor. Whether the Injury was 
foreseeable must be established by evidence. 

The District has a liability policy which protects the 
teacher in case of proof of negligence or defends the 
teacher where negligence is charged . The Policy covers 
individuals only when engaged in their duties. Check with 
the administration on any projects, field trips, ett , that 
Bight be questionable. Get facts and witnesses in case of 
an accident, but do not admit responsibility . Teachers are 
not covered in the policy, but are personally liable for cases 
of slander, libel, and malicious acts. 

The Education Code imposes on teachers an obligation to prevent 
misconduct on the part of students, and nonperformance of this 
obligation by a teacher engages the liability of the school 
district where the student's injury is shown could have been pre- 
ventable by supervision. 

In transporting students— frequent causes for District liability 

1. Incompetency or xmfitness of driver 

2. Defectively-equipped bus 

3. Excessive number of passengers 

4. Excessive speed under reduced visibility 

5. Hauling of unauthorised passengers 

A bus operated only for the convenience of a particular school 
district is a private carrier and ordinary prudence for the safety 
of authorized passengers plus compliance with all laws, niles^ and 
regulations pertaining thereto, is all that is required of the 
district or the bus driver. 

1. All accidents occurring involving students in custody of the 
school— or under the Jurisdiction of school authorities— should 
be reported with a written report made to the Business Office. 
The report should Include a narrative description of accident, 
including the time, date, witnesses, etc. Use Accident Report 
Form. 

2. ':^e first aid to all emergency cases, follow standard First 
Aid (American Red Cross) practices— call nurse, notify doctor. 
(Fillure to render first aid may be considered negligence.) 

3. See that each school building, each bus, ttc, Is provided 
with first aid kit. Field Trips : The law requires first aid 
kfts on all field trips. Kits are available at College 
Health Center. 

« 

4. Instruct students in proper operation of o equipment, and 
shop equipment. Post safety reitulations student stations 
which require operation of hazardous equipment. 



5. In physical education and athletic contests, match students 
of equal or near equal age, weight, game competence. 

6. Require physical examinations. semi-annually 
on questionable cases. 

DON*! 

1. Go beyond the limits of emergency treatment, do not diafnose 
or prescribe. 

2. Be too bold in experimenting with new games, exercises, physical 
activities. 

3. Leave any activity unsupervised . 

4. Transport students in own car (on unauthorized trips) unless 
you are ready to be personally liable. (Do not allow student* 
to travel on field trips in other than your own car unless 
you maintain supervision of the cars enroute and unless you 

have checked qualifications of the drivers, checked the condition 
of the cars, and given adequate instructions and cautions.) 

5. Make unfavorable comments about students that could be con- 
sidered slanderous or libelous. 

INSURANCE AVAILABLE TO FACULTY AND STUDENTS 

Croup Medical Insurance Plan . Blue Shield and Family Health Plan. 
For information and application, inquire at the Business Office 
at the District Education Center. 

Croup Life Insurance Plan , open to all members of the California 
Teachers Association. See the faculty insurance representative 
for information and forms. 

Croup Life Insurance Plan , open to all members of the California 
Junior College Faculty Association. Sea the faculty insurance 
representative for information and forms. 

Croup Life Insurance Plan , open to all employees of the college, 
both certificated and classified, and is available through the 
California Junior College Association on a group basis. Arrange- 
ments for such a plan should be initiated by college personnel. 

All students are covered by Student Accident Insurance. This 
insurance covers students in all school activities, on and off 
campus, and when directly on the way to and from school. In 
addition, all students may purchase a medical plan at reasonable 
rates made available through the college. Students are informed 
of this program at the time of registration. Details are avail- 
able from the Administrative Dean, Student Personnel Services. 



KEY CONTROL 



Keys are Issued by the Dean, Business and Facilities. Instructors 
shall sign for all keys received and return them promptly when 
they are no longer needed or at the close of the school year. 
Normally keys will be Issued only for those facilities to which 
the Instructor must have access as part of his regular teaching 
assignment. Requests for special keys (those not normally called 
for In the teaching assignment) shall be In writing and shall be 
approved by the Division Chairman. At no time should keys leave 
the possession of the person to whom they are checked out. It 
Is strictly against school policy to lend keys to students or to 
have duplicate keys made. Security of property cannot be guar- 
anteed or the possibility of personal liability avoided unless 
these regulations are strictly enforced. Care must be taken not 
to lose keys, but If a loss does occur. It must be reported at once 
In writing to the Assistant Chancellor, Division of Physical Plant 
and Facilities, with a copy to the Dean, Business and Facilities. 
The report mxist explain the circumstances of loss of the keys. 

I. MAIL DISTRIBUTION 

Faculty mall Is distributed through boxes In the Faculty Mall 
Room In the Administration Building, Room AD 6. Each Instructor 
has been assigned a box. Each office Is responsible for dlstrlb- 
tlon of Intra-campus mall. Mall Room admission Is limited to 
c ertificated and classified staff. Students should leave papers 
o r messages with the Business Offi ce. Boxes have also been 
provided for District mall, F.C. mall, and United States mall. 
United States mall dealing with school business should be drop- 
ped In the "metered mall" box unstamped, for metering at the 
Education Center. Such letters In quantities should be bundled 
together with a rubber band and unsealed (with flaps overlapping) 
for automatic sealing by the postage meter. Mall pickup and 
distribution are scheduled twice dally, once In the morning 
and once In the afternoon. 

J. PRINTING 

All printing requests should be submitted to the Dean, Business 
and Facilities at least two weeks In advance of the time of 
expected delivery. Requests are not to be made directly to the 
Fullerton College Print Shop or the District Production Room. 
The printing Instructors at Fullerton College have been asked 
to accept no tmauthorlzed request for printing. 

Please note that the print shop Is operated under a policy of no 
hourly budget. A charge for labor will be made to the \>udget of 
those requesting work If It Is performed outside of class hours. 
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PRODUCTION SERVICE 

Although ditto machines are provided for staff In the Faculty 
Lounge and faculty offices, the Instructional Services Center 
clerical staff provides typing, nineographlng and duplicating 
services, primarily for faculty members. Faculty should be 
reminded that ample lead time oust be provided for the Produc 
staff. Also, supplies for teachers may be obtained from the 
Instructional Services Center, 



The following priorities shall apply: 

1. Faculty requests 

2. Instructlonally related student requests 

3. Hon-instructlonally related student requests 

PtlBLIC INFORMATION AND UNDERSTAMDING 

Public schools cannot exist in a democracy without the approval 
of a majority of the people. Hence, it is imperative that the 
College meet the educational needs of the people at its level; 
that those entrusted with the operation of the College keep the 
people of the District thoroughly informed about their College; 
and that every person connected with the College remember at 
all times that people's favorable or unfavorable reactions to 
him are in large measure transferred to the College, of which 
be is a part. 

Faculty members should work closely with the Public Information 
Officer in the dissemination of information regarding any aspect 
of the College. 



TELEPHONE POLICY 

The State Constitution and District policy prohibits charging a 
personal toll call to a school telephone. Personal toll-free 
calls may be made from school telephones, but, to avoid inter- 
ference with school service, such calls should be kept to a 
minimi.'.. Pay telephones are available on campus for personal 
use. 

All toll calls on school telephones must be recorded on a 
"Long Distance Call" form. If « toll call is to be placed 
outside the "714" or "213" areas but within the state of 
California, prior approval must be secured from the Division 
Chairman. Toll calls out-of-state must be approved by the 
President; Administrative Dean. Instruct ioniTdministrat lye 
Dean. Studeiit Personnel Services; or Dean. Business and 
FacllitieftT 



TRANSPORTATION IN DISTRICT-OWNED OR FINANCED VEHICLES 



All uses of school transportation must be for school buslneta. 
The use of district-owned cars is scheduled through the office 
of the Dean, Business and Facilities. Though use of these 
vehicles is usually on a first-come-first served basis, the 
campus business office reserves the right to cancel any reserva- 
tion on the basis of a greater need. Such cancellations, how- 
ever, are exceptional and will not be made without prior 
consultation with the person who holds the reservation. 
District-owned cars may not be used by students unless an 
employee of the District accompanies them in the car or 
unless they are an employee of the District and have received 
authorization. 

Mileage is allowed for privatelv-owned cars used for 
District approved activities only when approved in advance 
by the President or his desi^ate. (Board action October 13. 
1970) For conference attendance, mileage reimbursement for 
privately-owned cars will not exceed air f re for the same 
distance . 

Bus transportation is generally available, within the budget, 
for approved athletic and field trips. Such trips must be 
requested at least two weeks in advance on a "Request for 
Special Transportation" form, which may be obtained from 
the offices of the Division Chairmen or the Administrative 
Dean, Instruction. 

TRAVEL AUTHORIZATION AND REIMBURSEMENT 

Staff may receive reimbursement for travel, only when such 
trips have been recommended in advance by the President to 
the Chancellor and approved by the Board of Trustees. Faculty 
requests for travel authorization shall be made to the Division 
Chairmen who will forward it to the Administrative Dean, 
Instruction. Counselor requests for travel authorization 
shall be made to the Administrative Dean, Student Personnel 
Services. All requests shall be forwarded to the President 
for final approval. 

Requests for reimbursement, within the budget, shall be made 
on the "Travel Expense Account" form, which may be obtained 
from the Division Chairmen's offices; it will then be for- 
warded to the office of the Administrative Dean, Instruction 
(filled out in triplicate with receipts for all expenditures 
including meals) where it will be given to the Business Office 
and the President for final approval* 



Not*: Tlpi, by County Auditor ruling, are not r«imburt«bU 
and should not b« Included in neal coats* 

All parsons who travel for the Diatrict are expected 
to keep exact recorda of all expenaes for which they 
expect reinburaenent* 

SERVICE REQUESTS 

It ia the deaire of the Diatrict nalntenance ataff to aerve 
our caapua aa quickly and efficiently aa posaible. In order 
to expedite mattera, all aervice requeata ahould be directed 
through the Diviaion Chaimen'a officea to the campua Buaineaa 
Office. In addition, all emergency nattera pertaining to the 
aafety and naintenance of facilitiea ahould be reported 
inediately to the Buaineaa Office. 

Aa further aid in naintalning aafe and aerviced facilitiea, 
a "Monthly Safety and Service Check" form ia to be completed 
by all inatructora and aent to the Buaineaa Office. 

USE Of SCHOOL FACILITIES 

Mo achool employee ahall uae the Diatrict or achool name, 
facilitiea, equipment, or their ataff poaltion in aelling 
a commercial product or in promoting peraonal aervice to 
gain financial or material advent agea. 



INSTRUCTIOWAL HATERIALS CEMTER 



A. LIBRARy SERVICES 

Th« Library ■•rvca th« faculty, itaff , and itudants by providing a 
carafully talactad collaetlon of booka» parlbdlealt, and other 
materials to Inplanant the Instructional program of tha Collage. 
All library policies and procedures are established in order to 
give the best possible assistance to our faculty and students. 

The Library encourages suggestions and requests for books » period- 
icals, pamphlets, and audio-visual materials for the Improvement 
of Its collection. All materials should be ordered as early as 
possible. If It la a rush order, please indicate this to tha 
Library when the material Is ordered. Since the Library's collac- 
' tlon Is stronger when It has a variety of titles rather than many 

copies of the same title, multiple copies are ordered only for 
demonstrated need. In addition. Instructors are encouraged to 
examine frequently tha book collections In their field which are 
now available in the Library. 

Periodical subscriptions can be ordered only on one of the two 
purchasing calendar dates that are listed each year in tha district 
purchasing calendar. All campua periodical subscriptions are 
submitted throush the Library; this applies even if tha sub- 
scriptions are for use only by one individual or division. The 
Library then compiles all of these subscriptions and submits them 
i'A an alphabetised list to the District. Periodicals Included in 
indexes such as Reader's Guide have fvture reference value and 
consequently, are preferred to those Which are not Indexed. A 
charge-back will be made to the individual division's instructional 
supply budget for those subscriptions that are not being ordered 
to be housed in the Library. This will be done only after the 
Division Chairman has authorised the subscription and tha charge- 
back in writing. 

Instructors are urged to check library holdings to see if sufficient 
materials are available before making extensive assignments. The 
Reference Librarian will he happy to assist in this matter. When 
approving research topics, consideration should be given to whether 
or not there are appropriate reference materirls available in the 
college collection. State college and university libraries are 
understandably reluctant to serve coomunity college students. 

If an entire class is going to be in the Library during a regularly 
scheduled class hour, please make arrangements in advance with one 
of the librarians. The Instructor should accompany the class to the 
Library. 

A library presentation is given in the Introduction to College AO 
class, so that all students will increase their knowledge of library 
resources and procedures. 
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fmculty ««y borrow books £ro« other llbrarleB mccording to tho Intor- 
llbrmry Loan Code. Most books can be obtained through this procedure. 
The Library Is happy to do the paper work Involved In obtaining these 
titles. It often takes at least two weeks to obtain books through 
interllbrary loan. 

Faculty are asked to return their books within a reasonable aaount 
o£ tlM a£ter borrowing them. Other persons may be waiting to use 
this material. Students nay borrow nost books for two weeks. 
Students may make renewals upon request If the specific titles 
are not In demand. A major opportunity and responsibility of every 
Instructor Is to teach and Inspire studmts to use the Library. 

B. The Audlo-Vlsual center Is located In the library building. All 
audio-visual gear Is .campus gear and not divisional. The Center 
provides audio-visual material and equipment sources, e.g., catalogs, 
film ordering services, jnd long and short term equipment loans. 
Since frequently more requests are received for certain audio-visual 
equipment than thc>re are machines to fill the requests, we strongly 
suggest that one suould reserve equipment at least 48 hours prior 
to use. Last minute requests will be filled only if the machines 
are not already reserved. The Instructors are responsible for 
picking up, operating, and promptly returning the equipment. The 
audio-visual clerk has the responsibility of maintaining current 
lists of the equipment and its location on the campus. 

It is necessary to have both the approval of the Dean, Business 
and Pacllltles, and the Audio-Visual Coordinator prior to taking 
equipment off campus for any purpose. Equipment needed for student 
activities should be booked in advance of use by the group's faculty 
advisor and the name of the student assigned the responsibility 
for arrangements should be given. 

Certain instructional films, fllmstrlps, snd other audio-visual 
materials are available through the Orange County Audio-Visual 
Center. Calalogs from other film sources, including District owned 
films, are on file at the center. All of these must be ordered 
through the Library. It is desirable to order these as much as a 
year in advance. 

Instructors are notified of confirmed dates and again upon arrival 
of the film. The films should be picked up in the Audio-Visual 
Center and returned there by the date indicated on the outside of 
the film. 

IX. POLiaES AND PROCEDURBS 

A. BUSINESS SERVICES OFFICE 

The function of the Business Services Office is the processing of 

procedures — not to determine how funds are expended, but to insure 
that they are within proper budget allocation. 



Thus th« fellowliig procedures are suggested: 



1. 



Vircheslng Requisitions; Stores RequlsltloM (Warehouse); FC 
Print Shop Fom; Request for Forms, NOCCCD Service Requests 



Reenonslbllltv 
ReqiMstlng Party 

Division Chalraan 

Business Services Office 



2. FadUtles Use 

Responsibility 
Requesting Party 



Division Chairman 



Associate Dean, 

Student Activities- 
Administrative Dean, 
lustruetlon 

Business Services Office 



Procedure 

Completes correct requisition form 
and submits it to the division 
chairman. 

Signs the requisition indicating 
approval and sebmits it to the 
Business Services Office. 

Checks the reqeests against budget 
requests and balances. Signs and 
sends them to the appropriate Dis- 
trict office. (The first tvo forms 
are also signed by Dr. Scheldt.) 



Procedure 

Completes an "Activity and Facil- 
ities Request form** and submits it 
to his dlvislOB chairman 'for approval. 
A three t*eek lead time is desirable. 

If it is a ('division activity, the 
division chairman signs the request 
form and forwards it to the correct 
administrator - either the Associate 
Dean, Student Activities or the 
Administrative Dean, Instruction. If 
it is a student activity, the party 
goes directly to the Activities Office. 

If it is an approved activity, the 
form is signed and forwarded to the 
Business Services Office two weeks 
prior to the event . 

Signs the form. Reserves facility 
on master calendar. Contacts those 
needed to have facility available 
for event and Informs requesting 
party of their reBponslbllltles for 
preparing facility. 

College Hour en Tuesdays and Thursdays 
are only recorded on the Student 
Activities Calendar. 
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PtMldtnt't C<mf«rtnc« Roo« 



Raapontibility 
liqucttini Party 

CoafcrencM 
iMPontibility 
RaqtMsting Party 

Division Chairman 



AdBiniatrativa Oaan, 

Instruction 

Businass Sarvicas Offica 
Praaidant 

Inatructional Fiald Tripa 

Rasponslbility 
Baquaating Party 



Divlaion Chairaan 

Adminiatrativa Daan, 

Instruction 

Buainaaa Sarvicaa Offica 



Procadura 

Makaa raaarvation with tha Praaidant *a 
Sacra tary 



Procadura 

CoMplataa Profaaaional Activity 
Raquaat fom and aubaita it to 
hia diviaion chaixaan. 

4 

Signs tha raquaat fon and at^baita 
it to tha Adainiatrativa Daan, In- 
struction. This aust ba praaantad 
to tha Board of Trustaaa for app- 
roval, which aaana that thara auat 
ba laad tina allowed to placa this 
raquaat on tha board aaanda . 

Signs and aubaita to tha Buainaaa 
Sarvicaa Offica. 

Chacka raquaata agalnat tha budgat 
balaneaa, aigna, and forwarda to 
tha Praaidant. 

Slgna and placas on hoard aganda. 



Procadura 

Coaplataa "Kaquaat for Tranaportation 
fora" and "Asquaat for Fiald Trip 
Authorisation fora" anfi aubaita to 
diviaion chairaan. Thia ahould ba 
dona thraa vteka prior to data of 
avant. 

Signa both foxaa and forwarda to 
Adainiatrativa Daan, Inatruction. 

Signa and forvarda to tha Buainaaa 
Sarvicaa Offica. 

Chaeks cost of tranaportation agalnat 
budget balancea» signs, and forwarda 
to district businaaa offica. 
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Athletic T««i Trips 



l»tPon«ibility Procadw 

tequMting Party Coaplctet **RtquMt for Transportation** 

fom and submits to Athletic Director. 

Athletic Director Signs and forwards to Business 

Services Office. 

Business Services Office Checks request against budget 

balances and f orvards to district 
business office. 



Audio Visual 

Responsibility Procedure 

lequesting Party Presents written request to the Division 

ChalrMn for the pMrchase of undevel- 
oped f il«s or for any Audio Viaual 
Service for vAlch a fee aay be charged. 
Alao arranges with Audio Visual Dir- 
ector for fila or service in advance 
of event or need. 



Divlalon Ghalnan Signs stateMnt and forwards to Audio 

Visual Office. 

Audio Visual Approves requeat and charges cost to . 

division supply budget. 

CsBpua Photography/ 
Artistic Services 



Kesponsibility Procedure 

Requesting Party Arrangea in advance with the Instructor 

providing the services and presents 
the division chalraan with s writ- 
ten request for the service and the 
estlnated cost of aaterials. 

Division Chairman Slgna and forwarda to the Business 

Services Office. 



Business Services Office 



Instructor Providing 
Service 



Checks cost against supply J>udget 

and foxwarda request to the instructor 

providing the service. 

* 

Regularly sends statement of coat of 
theae mater iala to the Dean, Business 

and Facilities, requesting that he 
backcharge the stated amounts to 
the designated diviaional aupply 
bjdgets. 
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Procedure 

CoMpletftt correct requisition form 
and iuoniti it to division chairaan. 

Signs the requisition form and 
forwards to the Bookstore Kanager. 



9. Bookstore Requisitions 
Responsibility 
Requesting Party 

Division Chairman 

B. PUBLIC INFORMATION OPHCE 
1. News Release 



The Office of Public Information will release information to the 
media regarding activities on the Cypress College campua. How- 
ever, staff members are encouraged to assist reporters working on 
stories or seeking information when they request such assistance. 
Whenever staff members feel they are not qualified to give thia 
kind of help, they should direct the reporters to other staff 
on campus who are qualified to help or to the Office of Public 
Information. 

Someone from the Office of Public Information will be on campus 
on a regularly scheduled baaia throughout the year and will con- 
tact all key offices, including those of division chairmen and 
department heads, cu develop these news releases. When staff 
members have materi<il for news releases or ideaa for news 
releases, they should pass them on to their diviaion chairman 
or simply call 871-4030. extension 48, or campua extension 213. 

The representative of the Office of Public Information will 
also take pictures to send out with storlea — when the stories 
warrant photographic coverage — as well aa pictures for pub- 
lications and color slides for public presentations. 

Stories will be sent out to approximately seven daily news- 
papers and nine weekly newspapers which serve the area within 
the District as well as to radio stations. 

Daily newspapers like to have at least two days lead time on 
stories — except for Important spot news — and they usually 
send their own reporters onto campus to cover these. Weekly 
newspepers, however, are published on Wednesday or Thursday 
only and must have more time to work the story in — and tak- 
ing good care of weekly newspapers is extremely Important to 
the College. The weeklies need the stories not later than 
Monday noon for that week's paper, and this means that the story 
must be in the nail on the Thursdey or Friday of the week before* 

In sunmary: Material for stories should be available as far 
in advance of the event as possible* If this is not feasible 
and there are only a few days lead time, the news release 
should be telephoned to the Office of Public Information and 
the story will be sent to the daily newspapers only* 
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Ptiblieatlont 



Thtt Office of Public Infonatlon will b« available to glva 
any aaslatanea required In the developMnt of any bookleta, 
breehurea, or aallera vhlch are dealg^ed for public dlatrl- 
btttlon — except, of courae, thoae piibllcatlona devaloped by 
•tudenta under direction of a faculty advlaor. 

Bach dlvlalon or area mat, of courae, budget to cover the 
chargea Involved In developing piibllcatlona. Ho publlcaticm 
vrlll be printed without the approval of the division or 
departaent chalnum and Adalnlatratlve Dean, Instruction or 
of the appropriate area adalnlatrator. 

Developaent of a publication requlrea, aawng other thlnga, 
prellalnary copy, final copy, layout, art work and/or photo- 
graphy, and printing. 

The Office of Public InforMtlon will assuM responsibility 
for any of theae phaaea of dcvelopnent or for the entire pro* 
Jeet working doaely with thoae Involved. However, we atrongly 
suggeat that the Office of Public Information alwaya be apprised 
of planning from Ita early atagoa in order to avoid probleM In 
the aechanlca of production. 

In auMsry: If a brochure, booklet or aailer Is deslriid, the 
approval of the dlvlalon or departaent chalnMm or the ^prop- 
riate adalnlatrator of the area ahould be obtained; verification 
should be nade that funda are available in the budget to cover 
eatlaated coata; the repreaentatlve of the (tfflct of Public 
Infonutlon ahould be conaulted %fhen he la on caw^nis; and a 
request ahould be aubalttad to hla for any naedad axels tance. 

Final copy on all publlcatlona will be aubalttad to the 
dlvlalon chairman or department head and the Adminiatratlvo 
Dean, Instruction, or to the admlnlatrator In charge of tho 
area for final approval before printing ao that avaryone involved 

will bo fully informed. 

All ataf f ahould be aware that adequate lead time to properly 
prepare materlala for publication la eaaential. The Office of 
?ubllc Information will be happy to eatlmate lead time required 

at}^ co»t8 Involved. 

The 0!£lce of Public Information will alao aaalat any ataff 
oftiViT or campus organisation In aubmlttlng material to pro- 
fos vional magazines, joumala, or apeclal ptiblieatlona If re- 
quested to do 80. 

In addition to apeclal publications, the Office of Public 
Information will aaaume responsibility for the development 
and dlatrlbutlon of the Cypreaa College Coiaunlty Calendar. 
The representative of the Office of Public Information will 
j^ather thla Information on campua , but if there are additional 
itema which ahould be Hated, aubmlt them to the dlvlalon or 
department chairman or call the Office of Public Information. 



All copy for tho aonthly ealtndar mat b« cvailablo for tho 
production rooa not Utor than th« ttnth of tho «onth proeod- 
ing tho aonth In idklch tho ovont occurs. 

Tho P«AUe InforMtlon Office will bo roaponslblo for hooping 
eurront Infonuitlen on tho Collogo Evontt Sign announcing 
eollogo actlvltloa of gonorol Intoroat and opon to tho com 
unlty-at-largo. All roquoata for uao of tha Collogo Bvonta 
Sign ahould bo aado In writing, to tho Socrotary, Public Infor- 
Mtlon Offlco, Cyproaa Collogo, with specific InfotMtlon to 
bo plaeod on tho algn. 

3. Spoclal Sorvlcos 

Iho Of flco of Public Infonaotlon will also assist In tho 
doTolopBMnt of spoclal alldo proaontatlons doslgnod for 
pdbUc shoving. This ssslstanco will Inclodo working with 
thoso Involvod In tho dovolopMot of tho script and shooting 
tho roqulrad color slldoa. 

Tho Of flco of Public InforMtlon alao salntalna all collogo 
and dlatrlct MlUng llats on data proeosslag tapos and dlr- 
sets tho handling of all bulk Mlllngs. InforMtlon i^boot 
bMt proeoduros for MlUng, oxlatlng Mlllng lists, or aaalo- 
tMco In davoloplng additional lists or Changing osdatlng llata 
^ bo socorod by calling tho Office of Piibllc InforMtlon. 

Additional InforMtlon regarding any of tho sorvlcos and procedures of 
the Office of Public InforMtlon My be obtained by calling 871-4030, 
oxtoMlon 48, or caapus extension 213. 



CTPSE88 COLLEGE 
Aeadcade 8«iut« 
Constitution 
Adopted Juno, 1974 



Artldo I - ]Um 

Section 1. Tho orgnlsation uhall be known ae the Cypreee College 

Acedeaic Senate, hereinafter referred to mm the Acadcaic 
Senate. 



Article II - Reference 

Section 1. The Acad^c Senate operates pursuant to subchapter 2, 
Title 5, California Adalnis t rat ive Code . a reproduction 
of Vhich is attached to this Constitution. 



Article III - Philosophy 

Section 1. The faculty of Cypress College and its Acadealc Senate 

exist to fora a teas with the Adainlstration of the College 
and its Board of Trustees to actualise a coUege philosophy 
which subscribes to the worth and dignity of every Individual, 
the conviction that coaaunity colleges occupy a unique posi- 
tion in the general prograa of higher and teralnal education 
'nd to the necessity of responding to the needs of the 
cnnnity. 



Article IV - Purposes 



Section 1. 



Section 2. 



Section 3. 



To provide the faculty with a foraal effective procedure 
for participation in the foraatlon of district policies 
on acadealc and professional aatters. 

(Code, 53201) 

To provide representatives to aeet and confer with the 
adainlstration and the Board of Trustees or their designsted 
representatives with respect to reconasndations aadc or 
proposed to be aade by the Acadealc Senate. 

(Code . 53204) 

To provide representatives to aeet with, or appear before, 
the Board of Trustees with respect to the views, reconend- 
ations or proposals of the Acadealc Senate at regular or 
special aeetings ot the Board. 
(Code, 53204) 
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Section A. To pronot* eoBBRmlcation and nutual undorttanding within 
th« toaching faculty. 



Saction 5. To proMota coMunicatlon and witual undaratandlng batwaan 
tha taaching faculty and othar groupa having to do with 
tha valfara and growth of tha Collaga. 



Artida V - Coaooaition 

Saction 1. Blactorata 

a. Tha Elactorata (haralnaftar rafarrad to aa tha Faculty) 
ahall ba llmltad to thoaa cartlf lad parsona who taach 
full tlaa in tha Cypraaa Collaga or othar full tlaa 
cartlf icatad peraonnal aaaignad to aald collaga who 

do not parfom any aarvlcaa for tha Collaga that 
raquira an adalniatrativa or auparvlaory cradantlal. 
(Coda . 53200 (a)) 

b. Appolntaant and alaetlon to tha varloua condttaea 
ahall ba froa awng tha aaabarahlp of tha Faculty. 

Saction 2. Organication 

a. Tha Acadaaic Sanata ahall ba coapoaad of alxtaan 
■aabara. 

• b, Thara ahall ba one Senator froa aach dlvlaion regard- 

laaa of the aisa of the divialon. 

1. Tha following ahall be defined aa divlaionat 

(a) Fine Arte 

(b) Phyaical Education and Athletica 

(c) Vocational Technical 

(d) Language Arte 
(a) Social Science 

(f) Bualneaa 

(g) Science and Hath 

(h) Counaellng, Library, Nurae 
(1) Allied Health Science 

c. The renainlng Senatora ahall be elected at-large. 



Article VI - Powera and Responsibilities 

Section 1. Tha prlaary function of the Acadaaic Senate fa to act aa 
tha rapreaentative body of the faculty, aaking racoaaanda- 
tiona to the adalniatration and the governing board of 
the achool diacrlct with respect to acadaaic and profeaalonal 
aattera. (Code . 53203) 
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Stctioo 2. Th« ActdMdc Senate may aaauM such ratponalbllltlas and 
parfora auch £unetiona aa ray ba raquaatad of It by tha 
adainlatratlon or Board of Truatatsa* 

(Coda . 53205) 



iKTICLB VII - Blactlon 

Saetion 1. All alaetlona for Sanatora at Larga and aiAara of coMittaaa 
raaponalbla to tha Sanata aball ba dacldad on tha baala of 
a plurality* 

taction 2. At Larga Sanatora 

a. Tha Vlca Praaldant ahall aolidt noainatlona froa tha 
faculty and than hold an alactlon to datandna vfao 
ahall aanra aa Sanatora at Larga. 

b. At Larga Sanatora ahall ba alactad by aacrat ballot, 
with voting llBltad to thoaa aaabara r^* tha cartif Icatad 
ataf f allglble for alactlon to tha Aeadaidc Sanata, from 
tha llat of noainaaa by Nay 1. 

e. At Larga Sanatora ahall aaauM thalr raaponaibllltlaa at 
tha flrat ragular ganaral aaating In Juna. 



d. At Larga Sanatora ahall ba alactad for two yaar tarw *a 
April of avan nunbarad yaar a. 

a. If, at any tlaa, tha aaat of a Senator at Urga ia vacated 
before hia tars expiree, the Vice Prealdent ahall hold a 
apedal nomination and election to replace hin. 

Section 3. CoMdttee electiona and appointMnta ahall take place at the 
firat regular meeting in October. Noninationa ahall take 
place at leaat one week prior to the election. 

Section 4. Standing coaadttae electiona and appointmanta ahall take place 
by the firat regular meeting in June. Nominationa ahall take 
place at leaat one week prior to the election. Thia ahall 
btcoma effective in June, 1973. 

Section 5. flviaion Repreaentativea 

a. Each diviaion ahall be reaponaible for the election of 
one repreaentative to the Academic Senate. 

b. Diviaion Rapreaentativea ahall aaaume their reaponaibilitiea 
at the firat regular meeting in June. 

c. Diviaion Rapreaentativea ahall be elected for two year 
terma in April of odd nu^ered yeara. 



d. If, any txmt, the aaat of a Diviaion Repreaentative ia 
vacated before hia term expiree, that diviaion ahall be 
reaponaible for replacing him. 
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ASIICLE VIII - R»c«ll 



8«ctlon 1. At Large Senators 

a. Tan percent or twenty members (whichever Is smaller) of 
the certificated staff eligible for election to the 
Academic Senate may Initiate the recall of an at large 
senator by written petition to the Academic Senate* 

b. An at large senator may be recalled by a tjo-thlrd 
majority vote of the certificated staff eligible for 
election to the Academic Senate present at a special 
meeting called for the purpose of voting on the recall. 

c. The vote shall be by secret ballot at a special meeting 
called within two weeks of the receipt of the petition 
of recall and at least two school days after formal 
announcement of the meeting* 

Section 2, Subject field representatives shall be recalled in accordance 
with accepted democratic procedures established by the 
Academic Senate and approved by the certificated staff 
eligible for election to the Academic Senate. 



AXriCLE IX - Officers 
Section 1. 



The Academic Senate shall choose its President, Vice-President* 
Treasurer, and Secretary from among the mei>bers of the Academic 
Senate. 



Section 2. 



Section 3. 



Section 4. 



Election shall be by secret bsllot at the first reguUr 
general meeting in June. Nominations for each office shall be 
followed by election before proceeding to the nomination and 
election of the subsequent office. The order of offices for 
election shall be vice-president, president, treasurer, 
secretary. 

Officers shall assume their responsibilities innuidiately upon 
their election. The Vice-President shall conduct the rest of 
the election Inmediately upon his election to office. 

The term of office shall be for one year. No officer shall 
succeed himself. 



Section 5. Duties of the President 



a. The President shall appoint a Parliamentarian and supply 
him with a copy of Robert's Rt:lcs of Order . 

b. The President shall preside over meetings. 

c. The President, in conjunction with the Academic Senate 
Treasurer shall approve expenditures of funds which shall 
have been contributed by the faculty. 



d« Tht ?r«fident or hit designate ihell, upon invitetion, 
attend the meetings of the College President's Cabinet 
and of the District Superintendent's Cabinet. 



e. The President shall perform other duties as authorised 
by the Academic Senate, 

Section 6. Duties of the Vice-President 

a. The Vice-President shall preside over meetings in the 
absence of the President. 

b. The Vice-President shall conduct all elections. 

c. The Vice-President shall perform other duties as 
authorized by the Academic Senate. 

Section 7. Duties of the Treasurer 

a« The Treasurer shall be responsible for handling all dues 
of the organization* He shall deposit all dues and keep 
records of all expenditures of the organization. 

b. The Treasurer shall prepare a budget which shall be 
approved by the Academic Senate. The budget shall be 
prepared in June. 

c. The Treasurer shall handle all memberships in local, 
state, and national professional organizations when 
these organizations so request. 

d. The Treasurer shall perform other duties as authorized 
by rhe Academic Senate* 

Section 8. Duties of the Secretary 

a. The Secretary shall keep a record of the proceedings of 
all meetings which shall be distributed to the faculty, 

to the college administration, and to the Board of Trustees 
through the District Superintendent's Office. 

b. The Secretary shall be responsible for all correspondence. 

c. The Secretary shall perform other duties as authorized 
by the Academic Senate. 

Section 9. Duties of Past-President 

The immediate past-president of the Senate shall be considered 
an officer of the Senate* His duties shall be to advise the 
president of the senate and to serve as a member of the 
executive committee and of the Senate. 
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ARTXCLB X - MattlPM 



8«etion 1. 

«. M««tingt of th« Ae«d«Ble AttocUtion shall b« hald «■ 
detmed MCMtary by « mtjority of tht Ac«dtmic Senate 
M^«rt or by th« PrMldtnt of th« Acadoiic S«nat«. 

bt R«gul«r Btetingt of th« Ac«d«nic 8«n«t« shall b« h«ld 
during th« first vssk of Mch nonth of ths school ysar 
unlsss vacation should prsvant. In such a case, the 
Senate shall meet during the following school week. 

c. Special aeetings say be called by the President of the 
Acadealc Senate, or at the request of any three members 
of the Senate. 

d. All meetings Of the Academic Senate shall be open to 
any member of the faculty and, upon request to the 
President of the Academic Senate, to any other interested 
parties. 

e. The agenda of the Academic Senate shall be established 
by its members. 

f . Actions of the Academic Senate shall be in the form of 
motions or resolutions approved by a majority of a 
quorum of the membership present. 



Section 2. Alternates 

a. Each Senator is responsible for choosing an alternate for 
each individual meeting he is unable to attend. 

b. At Large Senators may select alternates from the faculty 
eligible for election to the Academic Senate. 

c. Division Representatives must select alternates from the 
divisions they represent. 

d. The President of the Senate shall call for the names of 
alternates and the Senators thay represent at the begin- 
ning of each meeting. 

e. If, during the course of a meeting, a Senator must be 
replaced by an alternate, then the Senator oust at that 
time indicate this to the President. 

f . An alternate shall assume all of the rights and privileges 
of a Senator. 
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Stction 3. Proc«dur«i 

Th« Acadtnlc S«n«t« shall of its own dtttrnliMtion conctrn 
itself with any or all of tha following acadamic and pro- 
fasaional aattars and any othar nattars daamad important to 
tha walfara of tha collaga. 

a. Professional Rights and Rasponsibilitias (a.g. acadamic 
fraadom, athical standards.) 



b. Professional Standards (e.g. credential requirements, 
professional competence, accreditation.) 

c. Professional Personnel Policies (e.g. recruiting, select- 
ing, evaluating, assignment and teaching load, promotion, 
retention of competent faculty, tenure; selection and 
retention of administrative personnel; and sabbatical 
leaves.) 

d. Academic Policies (e.g. curriculum, admissions, honors^ 
and degree requirements, retention of stuJents.) 

e. Student Personnel Policies (e.g., conduct, discipline, 
intercollegiate activities.) 

f. Education Expenditures (e.g., library, audio-visual, 
radio-television, inatructional facilities, maintenance 
of instructional and campus facilities.) 

g. Institutional Philosophy (e.g., college goals and objec- 
tives and relations with conunity.) 



ARTICLE XI - Liaison 

Section 1. The President of the Academic Senate shall establish adequate 
liaison between tha Academic Senate and the administration of 
Cypress College. 

Section 2. The President of the Academic Senate shall aatablish adequate 
liaiaon between the Acadamic Senate, the Coonmity College 
District, North Orange County administration, and the Board 
of Trustees. 




Section 3. The President of the Academic Senate shall establish adequate 
liaison between the Academic Senate of Cypress College and the 
academic senates of all junior colleges of the North Orange 
County Connunity College District. 

Section 4. The President of the Academic Senate shall establish proper 

liaison between the Academic Senate and tha state and national 
organisations such aa, but not limited to, the AFT, CTA, PACCC, 
the State Department of Education, tha NBA, and the ASCCC. 

Section 5. The President of the Acadamic Senate shall establish proper 

liaison with all other organisations as directed by the Academic 
Senate. 
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ARnaS XZI - A^ndnantt 

Stctlon 1. Antndintnti to thli Conitltutlon may b« propowd by oM-thlrd 
of Che Academic Senate or by ten percent of the certificated 
ataf f eligible for election to the Academic Senate, whichever 
la greater. 

Section 2. All propoaed amandmenta ahall be aubmitted in writing to the 
faculty at leaat one week prior to voting. 

Section 3. Voting ahall be by aecret ballot. 

Section 4. To be ratified, amendmenta nuat receive an affiraative vote 
of at leaat two-thirda of the faculty aeibera voting and of 
the Board of Truaceea. 



ARTICLE XIII - Adoption 

Section 1. Thia Conatitutlon ahaU go irto effect laoaediately upon approval 
by a two-thirda vote of the aembera of the faculty voting and 
by the Board of Truateea. 

Section 2. The Academic Senate ahall aaaume ita dutiea Immediately upon 
election. 



BY - LAWS 



ARTICLE I - Llaiaon 

Section 1. Repreaentativea to the College Preaident'a Cabinet 

a. Two repreaentativea to the College Preaident'a Cabinet 
ahall be appointed by the Academic Senate from among thoae 
membera of the certificated ataff eligible for eUction 

to the Academic Senate, to aerve one year terma of office 
with the right of aucceaaion; and the appointmenta ahall 
be made annually in June. 

b. If either duly appointed repreaentative to the Preaident^a 
Cabinet ia a member of the Academic Senate, he remaina aa 
auch and retaina all of the righta and privilegea of a 
Senator until hia term aa Senator expiree. 

c. If either duly appointed repreaentative to the Preaident'a 
Cabinet la not a member of the Academic Senate, he then 
beccoea a non-voting member of the Academic Senate aaaumr 
ing all of the righta and privilegea of a Senator except 
the righta to make motiona, to aeeood motiona, and to vote 
on motiona of the Academic Senate. 
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Stction 2. 



S«ctlon 3. 



Section 4. 



Section 5. 



Section 6* 



Section 7* 



Section 8. 



Section 9. 



Upon the direction of the Acedenlc Senate, the Secretary shell 
forward all specific recomendatlons to the President of the 
College. 

If the President of the College approves the specific recom- 
nendatlon, It shall become a regulation of the College and It 
shall be recorded and published as such. If the President of 
the College disapproves of the specific recommendations he 
should notify the Academic Senate of his disapproval and the 
reasons therefore. If the President of the College defers a 
decision, he should notify the Academic Senate of his dispensa- 
tion of the specific recoianendatlon. 

Receipt of all reconnendatlons from the College administration 
shall be acknowledged Immediately and shall be placed on the 
agenda of the Academic Senate's regular meeting. All such 
recommendations shall be responded to within a period of ten 
days. " 

No meoiber of the college administration shall be a member of 
the Academic Senate unless specifically Invited by direction 
of the Academic Senate. The rights and privileges of the 
Invited administrator (s) shall be determined by each Academic 
Senate. 

With the approval of the Academic Senate the President of the 
Academic Senate shall Invite a member (s) of the College admln> 
Istratlon to attend the meetings of any coonlttee. The rights 
and privileges of the administration shall be determined by 
the Academic Senate. 

The President of the Academic Senate shall request that a 
mutually agreeable member of the Academic Senate shall be Invited 
by the Chancellor of the North Orange County Conminlty College 
District to be a member of the Chancellor's Cabinet. The rights 
and privileges of said member shall be determined by the 
District Chancellor. 

Upon the direction of the Academic Senate, the Secretary shall 
forward specific recommendations and reasons therefor to the 
District Chancellor through the Cypress College President. 

If the District Chancellor f«)proves the specific reconmienda- 
tlons. It shall become a regulation of the College and It shall 
be recorded and published as such. If the District Chancellor 
disapproves of the specific recommendation, he should notify 
the AcaJeiuic Senate of his disapproval and the reasons therefor. 
If the District Chancellor defers a decision, he should notify 
the Academic Senate of his disposition of the specific recom- 
mendation. 
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8«etion 10. 



8«ction 11. 



Section 12. 



Section 13. 



Section 14. 



8«ctioa 15. 



8«ction 16. 



8«ction 17. 



8«ction 18. 
8«ction 19. 



RtMipt of all r«conMnd«tlont from th« District Adailnittra-* 
tion shall ba aekaowladgad Innadiataly and shall ba placad 
on tha aganda of tha Aeadanie Sanata*s naxt ragular naating. 
All aueh raeonnandationa ahall ba raapondad to within a 
pariod of tan d^ra. 

Upon tha diraction of tha Acadamic Sanata, tha Praaidant of 
tha Acadaodc Sanata ahall invita a outually agraaabla aanbar 
of tha Diatrict adainiatration to attand tha aaatinga of 
tha Acadamic Sanata. Tha righta and privilagaa of tha 
attanding adminiatrator ahall ba datarminad by tha Acadamic 
8anata. 

With tha approval of tha Acadamic Sanata, tha Praaidant of 
tha Acadamic Sanata ahall invita a mambar of tha Diatrict 
Adminiatration to attand tha maatinga of any committaa. Tha 
righta and privilagaa of tha adminiatration ahall ba datar- 
minad by tha Acadamic Sanata and ahall ba eommunicatad to 
tha adminiatrator by tha committaa chairman involvad. 

Upon tha diraction of tha Acadamic Sanata, tha Sacratary of 
tha Acadamic Sanata ahall, aftar consultation with the 
Cypraas Collaga Adminiatration forward apacific racoomMnda- 
tiona diractly to tha Chairman of tha Board of Truataaa of 
tha North Oranga County Community Collaga Diatrict for 
praaantation to tha Board. 

If tha Board approvaa tha apacific racommandation, it ahall 
bacoma a ragulation of tha Collaga, and it ahall ba raeordad 
and publiahad aa auch. 

Upon tha diraction of tha Acadamic Sanata, tha Praaidant of 
tha Acadamic Sanata ahall invita a truataa or truataaa to 
attand tha maatinga of tha Acadamic Sanata or any condttaa. 
Tha righta and privilagaa of tha aaid truataa or truataaa 
shall ba datarminad by tha Acadamic Sanata. 

If raquaatad to do ao by tha Board of Truataaa, tha Praaidant 
of tha Acadamic Sanata or his rapraaantativa ahall appaar 
bafora tha Board of Truataaa. 

(OTHER JUNIOR COLLEGES WITHIN THE DISTRICT) 
Tha Sacratary of tha Acadamic Sanata ahall sand a copy of 
tha minutaa of tha Acadamic Sanata and of all ganaral maat- 
inga of tha Acadamic Association to tha aacratariaa of all 
acadamic aanataa within tha Diatrict. 

All raeommandationa to tha Board of Truataaa ahall ba cireu- 
latad among all acadamic aanataa. 

Tha Academic Sanata ahall appoint a liaiaon committaa to maat 
with rapraaantativaa of othar acadamic aanataa within tha 
Diatrict whanavar it ia daamad adviaabla. 



- 103 - 



Section 20. The minutes of the Acedenlc Senate shall be distributed to 
each member of the full-time faculty and administration of 
Cjrpress College* 



Section 21. The Academic Senate shall determine the proper methods of 



liaison between the Academic Association and all other groups 
as outlined in the Constitution and shall have the respons- 
ibility to see that adequate liaison is carried out. 



a. A Cypress College representative to the Academic Senate 
for California Community Colleges (ASCCC) shall be 
elected by secret ballot, with voting limited to those 
members of the certificated staff eligible for election 
to the Academic Senate, to serve a three year tern of 
office with the right of succession; and the election 
shall take place by June 1, 1972, and triennially 
thereafter. 

b. If the duly elected ASCCC representative is a member of 
the Academic Senate, he remains as such and retains all 
of the rights and privileges of a Senator until his term 
as Senator expires. 

c. If the duly elected ASCCC representative is not a member 
of the Academic Senate, he then becomes a non-voting 
member of the Academic Senate assuming all of the rights 
and privileges of a Senator except the rights to make 
motions, and to vote on motions of the Academic Senate. 



ARTICLE II - Chorum 

A quorum shall consist of a majority of the membership. 



ARTICLE III - Rules of Procedure 

Hatters not specifically covered in the Constitution or By-laws shall be 
governed by Robert's Rules of Order? Revised . 



ARTICLE IV - Additions to the Agenda 

After the agenda has been established, any proposed additions must be sub- 
mHted to the President of the Academic Senate in writing. These may be 
added to the agenda by a vote of three members of the Academic Senate or 
ten percent, whichever is greater. 



Section 22. ASCCC Representative 
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